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ABSTRACT
The purpose o f  th is  s tu d y  was to  id e n t i f y  the  e d u c a tio n a l needs 
o f p o te n t ia l  o f f i c e  m anagers. The study  was designed to  determ ine the 
c r i t e r i a  th a t  ed u ca to rs  b e lie v e d  should  be used to  e v a lu a te  programs 
fo r  t r a in in g  p o te n t ia l  a d m in is tra t iv e  o f f ic e  m anagers, to  determ ine the 
ex tend  to  which s e le c te d  resp o n d en ts  b e lie v e d  th a t  v a l id a te d  c r i t e r i a  
item s were n e c e ssa ry , and to  draw co n c lu s io n s  which would more n e a r ly  
in su re  th a t  such programs meet th o se  n eeds.
The s tu d y  was l im ite d  to  th e  s e le c t io n  o f c r i t e r i a  co n sid e red  
e s s e n t i a l  in  such program s. Item s composed o f cou rse  l i s t i n g s  and 
p ro fe s s io n a l  ex p erien ces  fo r  p o te n t ia l  o f f ic e  managers were drawn 
p r im a r i ly  from c u r re n t  p ro fe s s io n a l  l i t e r a t u r e  and s tru c tu re d  in to  a 
t e n ta t iv e  e v a lu a t iv e  in s tru m en t.
Ihe  in s tru m en t c o n ta in in g  th e  s e le c te d  item s was s e n t to  a 
ju ry  c o n s is t in g  o f  tw enty ed u ca to rs  w ith  e x p e r t is e  in  a d m in is tra tiv e  
o f f i c e  management ed u ca tio n  in  o rd e r  to  e s ta b l i s h  v a l id i t y  o f 
each item  as  to  i t s  d e s i r a b i l i t y  o r im portance . A mean sco re  was 
d e r iv e d  on each item  from th e  resp o n ses  o f th e  ju ry  and a p r e -e s ta b l is h e d  
minimum r a t in g  determ ined  i t s  v a l i d i t y .  ' >
A q u e s tio n n a ire  c o n ta in in g  th e  v a l id a te d  item s was s e n t to  a 
s e le c te d  p o p u la tio n  o f A d m in is tra tiv e  Management S o c ie ty  members. One 
hundred one in d iv id u a ls  p a r t ic ip a te d  in  th e  s tu d y . Responses were 
ana ly zed  and p re se n te d  in  ta b u la r  form acco rd in g  to  th e  number and 
p e rc e n t.
v i
The fo llo w in g  co n c lu s io n s  were reached:
1. C e r ta in  g e n e ra l e d u c a tio n a l a re a s  were ra te d  by a t  l e a s t  
50 p e rc e n t o f th e  resp o n d en ts  as n ec e ssa ry  in  a d m in is tra tiv e  o f f ic e  
management program s. Those a r e a s ,  l i s t e d  in  descending o rd e r , were 
E n g lish , speech , m athem atics, psychology, lo g ic ,  and so c io lo g y .
2. A m a jo r ity  o f th e  h u m an istic  and b e h a v io ra l s tu d ie s  item s 
were r a te d  by m ost o f  th e  resp o n d en ts  a s  n ecessa ry  in  a d m in is tra tiv e  
o f f ic e  management program s. The l a r g e s t  number o f  responden ts  (88.1 
p e rc e n t)  in d ic a te d  th a t  s tu d e n ts  should  be re q u ire d  to  s tudy  c u r re n t  
problem s in  a d m in is tr a t iv e  management.
3. A ll o f th e  v a l id a te d  b a s ic  b u s in e ss  t r a in in g  a re a s  were 
ra te d  by a m a jo r i ty  o f  th e  resp o n d en ts  as n ecessa ry  in  a d m in is tra t iv e  
o f f ic e  management program s. Two a re a s  most f re q u e n tly  in d ic a te d  were 
acco u n tin g  (95 .0  p e rc e n t)  and b u s in e ss  communication (93 .1  p e rc e n t) .
4 . C e r ta in  s p e c ia l iz e d  a re a s  o f  management were r a te d  by most 
o f  th e  resp o n d en ts  as n ecessa ry  in  a d m in is tra t iv e  management program s. 
Those a r e a s ,  and th e  frequency  o f  m ention o f each , were as fo llo w s:
P ercen t
P ersonnel management 93.1
Fundam entals o f  management 89 .1
A d m in is tra tiv e  p r a c t ic e s  77.2
Human r e l a t io n s  in  b u s in e ss  75.2
M anagerial accoun ting  68.3
A d m in is tra tiv e  a n a ly s is  and p o lic y  65.3
In fo rm atio n  system s 59.4
Labor management 57.4
5. Many o f the  c l i n i c a l  o r  case  s tu d y  ex p erien ces  were f e l t  to
be n ecessa ry  by a m a jo r ity  o f th e  p erso n s p a r t ic ip a t in g  in  th e  s tu d y .
"D eleg a tio n  o f a u th o r i ty "  was th e  most f re q u e n tly  in d ic a te d  ex p e rien ce .
v i i
Of th o se  respond ing , 78.2 p e rc e n t in d ic a te d  th a t  s tu d e n ts  should  be 
invo lved  in  d e c is io n  making fo r  c l i n i c a l  o r  ca se  s tu d y  ex p e r ie n c e s , 
and 72.3 p e rc e n t f e l t  th a t  s tu d e n ts  should  have o p p o rtu n ity  fo r  such 
ex p erien ces  d u rin g  each academic y e a r .
6. Access in to  a d m in is tra t iv e  management programs should  be
open to  s tu d e n ts  in  o th e r  programs and to  p a r a -p ro fe s s io n a ls ,  acco rd in g
to  a m a jo rity  o f th e  AMS resp o n d en ts .
7. C o n sid e ra tio n  o f  employment o p p o r tu n ity , a n a ly s is  o f  d u tie s  
perform ed by businessm en, and c o n s id e ra tio n  o f changing b u s in e ss  
p r a c t ic e s  were re p o rte d  by most o f  th e  resp o n d en ts  as n e ce ssa ry  c r i t e r i a  
fo r  p lan n in g  program developm ents.
8 . A m a jo rity  o f the  resp o n d en ts  (6 1 .4  p e rc e n t)  f e l t  th a t  a 
p rac ticu m  in  which th e  s tu d e n t ,  under th e  s u p e rv is io n  o f a  c o o p e ra tin g  
e x e c u tiv e , assumes rea so n ab le  r e s p o n s ib i l i ty  fo r  ex e cu tiv e  d u t ie s  was 
n ecessa ry  in  programs fo r  t r a in in g  a d m in is tra t iv e  o f f ic e  m anagers.
9. A su p e rv iso ry  r o le  d u rin g  the  s tu d e n t 's  f i r s t  y ea r o f work 
as a means used to  e v a lu a te  th e  program and p ro v id e  feedback fo r  
cu rricu lu m  p lan n in g  and re v is io n  was r a te d  by more than  50 p e rc e n t
o f th e  responden ts  as a n e c e s s i ty  in  a d m in is tr a t iv e  o f f ic e  management 
program s.
v i i i
Chapter 1
INTRODUCTION
The need fo r  p ro v id in g  e d u c a tio n a l ex p erien ces  fo r  a d m in is tra t iv e  
management s tu d e n ts  has been reco g n ized  fo r  many y e a rs , and such e x p e r i­
ences in  terms o f th e  c h a r a c t e r i s t i c s  o f th e  p ro fe s s io n a l  m anageria l 
p o s i t io n  a re  c o n s ta n tly  changing . Much has been w r i t te n  abou t what th e  
r o le  o f  management i s  o r  should  b e . One d e f in i t io n  i s  th e  fo llo w in g :
W herever peop le  work to g e th e r ,  they  need le a d e rs  who w i l l  
o rg an ize  t h e i r  a c t i v i t i e s ,  develop g u id e lin e s  and p o l i c i e s ,  
d i s t r i b u t e  and sa feg u a rd  p ro p e r ty , a p p o rtio n  work, id e n t i f y  
p lan s  and g o a ls ,  and p ro v id e  an environm ent in  which the  
e f f o r t s  o f  t h e i r  fo llo w e rs  can m a te r ia l iz e .  In  b u s in e s s , 
i n d u s t r i a l ,  and government g roups, le a d e rs  a re  c l a s s i f i e d  as 
managers (P la c e , H icks, W ilk inson , 197 1 :3 ).
In  a  g e n e ric  sen se , management i s  th e  a b i l i t y  to  ach iev e  d e s ire d  
r e s u l t s  th rough th e  e f f o r t s  o f  o th e r  p eo p le . Neuner and K eeling  (1966:3) 
suggested  th a t  th e  fu n c tio n  o f  management was to  p ro v id e  le a d e rsh ip  and 
d i r e c t io n  to  a b u s in e ss  o rg a n iz a tio n . S ta te d  s t i l l  an o th e r  way, the  
fo u r b a s ic  fu n c tio n s  o f management a re  p la n n in g , c o n t r o l l in g ,  o rg a n iz in g , 
and a c tu a t in g  b u s in e ss  a c t i v i t i e s .  These fo u r  fundam ental fu n c tio n s  a re  
th e  d is t in g u is h in g  c h a r a c t e r i s t i c s  o f management (T e rry , 1970).
The changes which a re  p a r t i c u la r l y  s ig n i f i c a n t  to  o f f ic e  
o p e ra tio n s  have a l t e r e d  th e  n a tu re  and e x te n t  o f  th e  r e s p o n s ib i l i ty  o f 
th e  o f f i c e  m anager. These changes a r e  in h e re n t ly  i l l u s t r a t e d  by th e  
o th e r  t i t l e s  by which th e  o f f i c e  e x e cu tiv e  may be known, fo r  example, 
c o n t r o l l e r ,  d i r e c to r  o f  f in a n c e  and s e rv ic e s ,  manager o f o f f ic e  s e rv ic e s ,  
system s and p rocedures m a n a g e r-d ire c to r , t r e a s u r e r ,  o p e ra tio n s  manager,
and a d m in is t r a t iv e  manager (N euner, K ee lin g , 1 9 6 6 :2 ). T h e re fo re , fo r  
th e  sake o f  c l a r i f i c a t i o n ,  compromise, and p ro g re s s , th e se  t i t l e s  can 
be c o n s id e red  in te rc h a n g e a b le . G enerally , th e  t i t l e  o f  o f f i c e  manager 
has en joyed  wide accep tan ce .
However, in  some sm all o r  m edium -sized f irm s , one person  may 
be re sp o n s ib le  fo r  a l l  o r a  com bination o f  some o f  th e  o f f ic e  a c t i v i t i e s .  
As ev idenced  by th e  fo reg o in g  t i t l e s ,  in  la rg e  companies s e v e ra l  persons 
may be charged  w ith  s p e c i f ic  a re a s  o f o f f i c e  o p e ra tio n s .
U nderstand ing  th e  o u ts id e  and r e l a t in g  i t  to  b u s in e ss  s i tu a t io n s  
h a s  long been one o f th e  g o a ls  in  th e  b u s in e ss  a d m in is tra t iv e  program .
A growing d i s s a t i s f a c t i o n  w ith  b u s in e ss  c u r r ic u la  has e x is te d  s in c e  th e  
h ig h ly  c r i t i c a l  a p p ra is a l  r e p o r ts  o f  1959 sponsored by The C arnegie 
C o rp o ra tio n  and The Ford Foundation (Boddewyn, 1970). These views 
c o n s id e red  th e  b u s in e ss  c u r r ic u la  a  poor p re p a ra t io n  fo r  th e  w id e -sc a le  
and growing r e s p o n s i b i l i t i e s  o f  b u s in e ss  le a d e rsh ip .
At th e  tim e o f  th e  r e p o r ts ,  bo th  b u s in e ss  sch o o ls  and b u s in e ss  
o rg a n iz a tio n s  showed u n p a ra l le le d  i n t e r e s t  in  th e  e d u c a tio n a l p ro c e ss .
The b u s in e ss  o rg a n iz a tio n s  were ask in g  th e  q u e s tio n : How should
businessm en be educated  (Gordon, H owell, 1969:5)?
I t  was f e l t  th a t  th e  broad  o b je c t iv e — to  h e lp  s tu d e n ts  develop 
th e  k ind  o f  work h a b i ts  and m ental to o ls  which would be o f c o n tin u in g  
v a lu e  th roughou t t h e i r  b u s in e ss  c a re e rs - - s h o u ld  be the  same f o r  a l l  
i n s t i t u t i o n s  b u t th a t  th e  avenues th e  sch o o ls  pursued should  be many 
and d iv e r s e .  In  a  fa s t-c h a n g in g  and d iv e r s i f ie d  s o c ie ty  t h i s  type o f 
p re p a ra tio n  f o r  b u s in e ss  employment would f i t  w e ll w ith  th e  requ irem ents  
o f th e  many types o f b u s in e ss  c a re e rs  (P ie rso n , 1 9 5 9 :x ii) .
3A pproxim ately a decade l a t e r ,  Hancock and B e ll (1970) suggested  
th a t  w h ile  p re se n t b u s in e ss  c u r r ic u la  o f te n  re p re se n te d  m eaningful 
responses to  d e f ic ie n c ie s  no ted  te n  y ea rs  ago, problem s o f s ig n if ic a n c e  
s t i l l  e x is te d  which have n o t k ep t th e  b u s in ess  c u r r ic u la  tuned to  the  
needs o f s tu d e n ts  and to  th e  e x p e c ta tio n s  o f em ployers.
S tatem ent o f the  Problem
The purpose o f  th i s  study  was to  determ ine the  e d u c a tio n a l needs 
o f p o te n t ia l  a d m in is tra tiv e  o f f ic e  m anagers. The s tu d y  was designed  to  
answer th e  fo llo w in g  q u e s tio n s : (1) What c r i t e r i a  do ed u ca to rs  b e lie v e
should  be used  to  e v a lu a te  programs fo r  t r a in in g  p o te n t ia l  a d m in is tra t iv e  
o f f ic e  m anagers?, (2) To what e x te n t  do s e le c te d  members o f  th e  Adminis­
t r a t i v e  Management S o c ie ty  (AMS) b e lie v e  the  v a l id a te d  c r i t e r i a  item s 
a re  n ecessa ry  in  programs fo r  ed u ca tin g  p o te n t ia l  o f f ic e  m anagers?, 
and (3) What co n c lu s io n s  can be drawn which w i l l  more n e a r ly  in su re  th a t  
c o lle g e  a d m in is tra t iv e  o f f ic e  management programs meet th e  e d u c a tio n a l 
needs o f p o te n t ia l  o f f ic e  managers?
D e lim ita tio n  o f the  Study
The s tu d y  was l im ite d  to  th e  s e le c t io n  of c r i t e r i a  co n s id e red  
e s s e n t ia l  in  programs fo r  m eeting th e  e d u c a tio n a l needs o f  p o te n t ia l  
a d m in is tra tiv e  o f f ic e  m anagers. The fo rm ula ted  and v a l id a te d  in s tru m en t 
was ap p lied  to  l i s t i n g s  o f members o f th e  A d m in is tra tiv e  Management 
S o c ie ty  in  re g io n a l c h a p te rs  o f Area Ten.
Method o f Procedure
A review  o f p ro fe s s io n a l  l i t e r a t u r e  was undertaken  in  o rd e r to  
determ ine co u rses  and ex p erien ces  co n s id e red  e s s e n t ia l  f o r  programs 
fo r  t r a in in g  p o te n t ia l  a d m in is tra t iv e  o f f ic e  m anagers. P o lic y  
F orm ulation  and A d m in is tra tio n  (Sm ith, C h ris te n se n , Berg, 1968), 
A d m in is tra tiv e  O ffic e  Management (N euner, K ee lin g , 1966), and r e la te d  
s tu d ie s  designed  to  develop e v a lu a t iv e  c r i t e r i a  a ls o  were examined to 
o b ta in  item s which were com piled in to  a t e n ta t iv e  e v a lu a t iv e  in s tru m en t.
This in s tru m en t was s e n t to  a group o f  n a t io n a l ly  recognized  
e d u ca to rs  w ith  e x p e r t is e  in  a d m in is tr a t iv e  management. These a u th o r i­
t i e s  w ere asked to  respond to  each item  o f  th e  o p in io n a ire  as to  i t s  
r e l a t iv e  im portance to  an optimum program f o r  a d m in is tra t iv e  management 
s tu d e n ts .  Using a  p o in t  v a lu e  s c a le ,  a  mean sco re  fo r  each item  was 
o b ta in e d . Those item s hav ing  a mean o f 3 .51  o r  more were accep ted  as 
v a l id a te d  c r i t e r i a .
To de term ine th e  e x te n t  to  which A d m in is tra tiv e  Management 
S o c ie ty  members f e l t  th e  v a l id a te d  item s were n e c e ssa ry  in  programs fo r  
e d u ca tin g  a d m in is t r a t iv e  o f f i c e  m anagers, a  second in s tru m en t c o n ta in in g  
th e se  item s was s e n t  to  a  s e le c te d  p o p u la tio n . The resp o n d en ts  were 
asked to  check item s which th ey  though t were n e ce ssa ry  fo r  such programs 
Two s e c tio n s  concern ing  t r a in in g  p re fe re n c e  and tre n d s  were inc luded  to  
s o l i c i t  " w r i te - in "  comments. The r e s u l t s  o f  t h i s  q u e s tio n n a ire  were 
ex p ressed  in  p e rc e n ta g e s , where p o s s ib le ,  in  ta b u la r  form.
Im portance o f th e  Study
The s tu d y  i s  im p o rtan t because : (1) th e  c r i t e r i a  w i l l  be u s e fu l
fo r  e v a lu a tin g  e x is t in g  and p lan n in g  new e d u c a tio n a l programs f o r  
te a c h e rs  o f a d m in is tr a t iv e  o f f i c e  management; (2) th e  s tu d y  w i l l
p ro v id e  a d e s c r ip t io n  o f the e d u c a tio n a l background and th e  m anageria l 
environm ent o f s e le c te d  A d m in is tra tiv e  Management S o c ie ty  members, bu t 
more s ig n i f i c a n t ly  i t  w i l l  show th e  e x te n t o f  im portance o f the  
c r i t e r i a  in  programs designed  to  produce g rad u a te s  reaso n ab ly  capab le  
o f  c o n tr ib u t in g  to  th e  b u s in e ss  community; and, (3) i t  w i l l  be a b a s is  
fo r  a d d i t io n a l  r e s e a rc h .
DEFINITION OF TERMS
A d m in is tra tiv e  Management S o c ie ty
The A d m in is tra tiv e  Management S o c ie ty , a ls o  known as th e  AMS, 
was founded in  1919 and i s  an in te rn a t io n a l  p ro fe s s io n a l  o rg a n iz a tio n  
w ith  f iv e  d iv is io n s :  A d m in is tra tiv e  s e rv ic e s ,  e d u c a tio n , p e rso n n e l,
system s, and advanced management (Encyclopedia o f  A sso c ia tio n s , 1968).
A d m in is tra tiv e  Management
A d m in is tra tiv e  management r e f e r s  to  th e  c o n tin u in g  p ro cess  o f 
ach iev in g  o rd e r  e f f i c i e n t l y  through i n t e l l i g e n t  d e c is io n s  th a t  govern 
an o rg a n iz a tio n  (A urner, W olf, 1967).
Case Study
Case s tu d y  i s  a le a rn in g  ex p erien ce  which c o n fro n ts  th e  s tu d e n t 
w ith  in d iv id u a l c a s e s ,  th e  d ia g n o s is  and s o lu t io n  o f which in v o lv es  the  
a p p l ic a t io n  o f p r in c ip le s  and th e o ry . An im p o rtan t b y -p roduct o f case 
s tu d y  and d isc u s s io n  i s  th e  accum ulation  o f  in fo rm a tio n  about b u s in ess  
a f f a i r s  (Sm ith, C h ris te n se n , Berg, 1 9 6 8 :x ii) .
Computer S im u la tio n
Computer s im u la tio n  i s  a b u s in e ss  game in  which each team 's  
company i s  in  d i r e c t  co m p e titio n  w ith  th e  companies o f each o f th e  o th e r
6s tu d e n t team s. The prim e purpose o f computer s im u la tio n  i s  th a t  i t  
fo rc e s  th e  s tu d e n t to  a c tu a l ly  u se  to o ls  and concepts from a v a r ie ty  
o f  co u rse s  in  an in te g ra te d  p ro b lem -so lv ing  approach (E s te s , 1969).
P racticum
P racticum  r e f e r s  to  a  p e r io d  of ex p erien ce  in  p ro fe s s io n a l  
p r a c t ic e  d u rin g  which th e  s tu d e n t t e s t s  and r e c o n s tru c ts  th e  th eo ry  
which he has evo lved . In  some in s t i t u t i o n s  i t  may be a  type o f 
in te rn s h ip .
Systems Approach
The system s approach i s  a way o f p u rsu ing  th e  s o lu t io n  of 
problem s w herein  p rim ary  a t t e n t io n  i s  focused upon th e  t o t a l i t y  o f 
th e  problem  and th e  in te r r e la t io n s h ip s  of th e  elem ents as they  r e l a t e  
to  th e  problem  as a whole and n o t upon the  elem ents o f th e  problem  
(Doney, 1970).
Word P ro cess in g
Word p ro c e ss in g  r e f e r s  to  th e  autom ated approach to  some 
f a m il ia r  o f f ic e  r o u t in e s .  I t  has emerged as an a d m in is tr a t iv e ly  
managed type o f o p e ra tio n  in  which l e t t e r s ,  l i s t s ,  ta b u la t io n s ,  and 
o th e r  m yriad forms of copy a re  c a p tu re d , c o r re c te d , s to re d ,  m an ip u la ted , 
and reu sed  (K le in sch ro d , 1971:20).
SOURCES OF DATA
Data used in  th i s  s tu d y  were secured  by means o f a  q u e s tio n n a ire  
subm itted  to  a  s e le c te d  p o p u la tio n  o f AMS members. Hie item s in  th e  
q u e s tio n n a ire  were subm itted  fo r  v a l id a t io n  to  a ju ry  o f ed u ca to rs  w ith  
e x p e r t is e  in  a d m in is tra t iv e  management.
ORGANIZATION OF THE STUDY
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C hapter 1 fu rn ish e s  an in tro d u c tio n  to  th e  problem , th e  
d e f in i t io n  o f term s, sou rces o f d a ta ,  and o rg a n iz a tio n  o f the  s tu d y .
C hapter 2 p ro v id es  a review  o f  r e la te d  s tu d ie s  and o f p e r io d ic a l  
l i t e r a t u r e  in  a d m in is tra t iv e  management program s.
Included  in  C hapter 3 i s  a  d is c u s s io n  o f  the s e le c t io n  o f the  
ju ry  o f ed u ca to rs  and o f th e  fo rm u la tio n  and a n a ly s is  o f  th e  o p in io n a ire .  
The s tr u c tu r in g  of th e  q u e s tio n n a ire , th e  s e le c t io n  o f  th e  p o p u la tio n , 
and th e  o rg a n iz a tio n  and p re s e n ta t io n  o f th e  d a ta  a re  d isc u sse d .
A n aly sis  o f  th e  item s and p re s e n ta t io n  o f  th e  v a l id a te d  c r i t e r i a  
in  a u sab le  in s tru m en t a re  su p p lied  in  C hapter 4 . The a p p l ic a t io n  o f 
th e  e v a lu a tiv e  in stru m en t to  a s e le c te d  p o p u la tio n  o f AMS members i s  
p re se n te d  in  C hapter 5 . The l a s t  ch ap te r  in c lu d e s  th e  summary and 
co n c lu s io n s .
Chapter 2
REVIEW OF THE LITERATURE
Higher ed u ca tio n  fo r  b u s in e ss  in  America i s  a p roduct 
e s s e n t i a l ly  o f the  tw e n tie th  c e n tu ry . I t  stem s from the response  o f a 
dem ocratic  so c ie ty  to  th e  e d u c a tio n a l needs o f an in d u s t r ia l iz e d  
s o c ie ty .  A lthough sch o o ls  o f  b u s in e ss  a d m in is tra t io n  have been 
a s s im ila te d  in to  th e  academic s t r u c tu r e  o f th e  U nited S ta te s ,  many 
problems rem ain to  be so lved  (Gordon, Howell, 1959:v).
Research o r ie n ta t io n s  have g e n e ra lly  been a s s o c ia te d  w ith  
needed changes. Among th e se  changes a re  th e  c h a r a c t e r i s t i c s  o f th e  
p ro fe s s io n a l  m anageria l p o s i t io n .  W hile con tinuous cu rricu lu m  stu d y  i s  
n ecessa ry  fo r  m a in ta in in g  v ia b le ,  r e le v a n t  programs o f ed u ca tio n  in  any 
f i e l d ,  keeping th e  b u s in e ss  cu rricu lu m  tuned to  s tu d e n t needs and 
employer e x p e c ta tio n s  i s  e s p e c ia l ly  c r i t i c a l  (Hancock, B e l l ,  1970).
The purpose o f t h i s  c h a p te r  i s  to  rev iew  th e  s tu d ie s  and 
p e r io d ic a l  l i t e r a t u r e  which cou ld  be c o n s id e red  s ig n i f i c a n t ly  b a s ic  to  
m eeting th e  e d u ca tio n a l needs o f  p o te n t ia l  a d m in is tra t iv e  o f f ic e  
m anagers. This review  i s  d iv id e d  in to  two m ajor segm ents: Review o f
r e la te d  s tu d ie s  and review  o f p e r io d ic a l  l i t e r a t u r e .
REVIEW OF STUDIES
The A berle s tu d y  (1954) was concerned w ith  how w e ll th e  c o lle g e  
b u s in e ss  cu rricu lu m  served  i t s  o b je c t iv e s .  The in fo rm atio n  fo r  th i s  
s tu d y  was o b ta in ed  from a fo llow -up  o f  g ra d u a te s , an a n a ly s is  o f
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cu rricu lu m , a survey  o f businessm en, and a su rvey  o f b u s in e ss  e d u c a to rs . 
A berle concluded th a t :  (1) In c reased  em phasis should  be d ire c te d  toward
methods which would u t i l i z e  th e  communication s k i l l s ;  (2) the  b a s ic  
b u s in e ss  a r e a s ,  e s p e c ia l ly  in  th e  f i e ld s  o f m arketing  and acco u n tin g , 
should co n tin u e  to  be em phasized; and, (3) a co re  o f s u b je c ts  in  
b u s in e ss  and economics should  be re q u ire d  o f a l l  b u s in e ss  s tu d e n ts  w ith  
the  ex cep tio n  o f  s e c r e t a r i a l  sc ie n ce  m ajo rs . H is s tudy  re v e a le d  th a t  
th i s  core o f co u rses  should  in c lu d e  econom ics, acco u n tin g , banking , 
b u s in e ss  law, s t a t i s t i c s ,  and m arketing .
Among th e  s tu d ie s ,  a  s ig n i f i c a n t  one concern ing  an o f f ic e  
management cu rricu lu m  was th e  Ferguson s tu d y  (1958). He recommended 
courses fo r  an o f f ic e  management program. To o b ta in  th i s  in fo rm a tio n , 
Ferguson made an a n a ly s is  o f  th e  d u tie s  o r  r e s p o n s ib i l i t i e s  o f f i f t e e n  
s e le c te d  o f f ic e  managers in  th e  N a tio n a l O ffic e  Management A sso c ia tio n  
(NOMA). From th i s  l i s t  o f  d u t ie s ,  t h i r t y  item s were s e le c te d  which 
were found to  be common in  a l l  types o f m anagerial p o s i t io n s .  These 
item s a long  w ith  c e r t a in  o th e r  q u es tio n s  which r e la te d  to  th e  ed u c a tio n a l 
and o c cu p a tio n a l backgrounds o f  th e  managers were developed in to  a 
q u e s tio n n a ire . Copies o f  t h i s  q u e s tio n n a ire  were com pleted by members 
o f s e le c te d  c h a p te rs  o f NOMA.
The r e s u l t s  o f  h i s  s tu d y  in d ic a te d , in  o rd e r o f s ig n if ic a n c e ,  
th a t :  (1) A ccounting was a  h ig h ly  im portan t fu n c tio n  of o f f i c e  m anagers;
(2) correspondence r e s p o n s ib i l i t i e s  were very  g re a t ;  (3) competence in  
th e  o p e ra tio n  o f th e  adding m achine, th e  c a lc u la to r ,  and th e  ty p e w rite r  
was im p o rtan t; (4) economics appeared  to  be h ig h ly  n ecessa ry  in  a 
management cu rricu lu m ; (5) knowledge o f  how to  handle employee 
g riev an ces  was h ig h ly  im p o rtan t; and , (6) an u n d ers tan d in g  o f s ta t e
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and fe d e ra l  l e g i s l a t i o n  a f f e c t in g  b u s in ess  re g u la t io n s  was im p o rtan t. 
Ferguson recommended co u rses  o f s tu d y  acco rd in g  to  the  r e l a t iv e  
im portance o f  the  d u tie s  as  in d ic a te d  by the  NOMA, members.
In  a d d i t io n ,  th e  Ferguson study  re v e a le d  th a t  a c o lle g e  degree 
was a s ig n i f ic a n t  f a c to r  in  th e  s e le c t io n  o f p e rso n n e l fo r  m anagerial 
p o s i t io n s .  The th re e  a re a s  o f  s p e c ia l iz a t io n  which he found to  be 
im portan t in  the  e d u c a tio n a l background o f managers in  r e s p e c t iv e  
o rd e r  were a c co u n tin g , management, and g en e ra l b u s in e s s .
One o f th e  n o ta b le  s tu d ie s  in  ed u ca tio n  f o r  b u s in e ss  a t  th e  
u n iv e r s i ty  and c o lle g e  le v e l  was The E ducation  o f  American Businessmen 
conducted by P ie rso n  and o th e rs  (1959), sponsored f in a n c ia l ly  by The 
C arnegie C o rp o ra tio n  o f New York. The au th o rs  o f  th e  s tu d y  in d ic a te d  
th a t  the  c e n t r a l  problem  o f  edu ca tio n  f o r  b u s in e ss  was th e  need to  
m a te r ia l ly  in c re a se  academic s ta n d a rd s . A gainst t h i s  c o n s id e ra t io n , 
th e  w r i te r s  found a com pelling  need to  p ro v id e  programs o f  d iv e r s i f ie d  
s tudy  so th a t  each s tu d e n t m ight c a r ry  h is  developm ents as f a r  as h is  
c a p a c ity  would p erm it him . The re se a rc h e rs  concluded th a t  th e  r o le  o f 
i n s t i t u t i o n s  o th e r  than  b u s in e ss  sch o o ls  m ight be broadened to  accom­
modate those  s tu d e n ts  seek ing  s im p ler b u s in ess  s k i l l s .
P ie rso n  and h is  a s s o c ia te s  reasoned th a t  th e  s p e c ia l  a re a  o f 
u n d erg rad u a te  and g rad u a te  b u s in e ss  schoo ls appeared  to  l i e  in  the  
a p p l ic a t io n  o f g e n e ra l knowledge and s c i e n t i f i c  methods to  s ig n i f ic a n t  
is s u e s  o f b u s in e ss  p o l ic y .  The f in d in g s  o f t h i s  s tu d y  in d ic a te d  th a t  
th e  most p rom ising  developm ent was in c rea se d  em phasis p laced  upon the  
r e s p o n s ib i l i t i e s  o f management fo r  fo rm u la tin g  and c a r ry in g  through 
d e c is io n s . The im portance o f a broad g en e ra l background and th e  need 
fo r  c o lle g e  tra in e d  men in  in d u s try  were documented w ith  comments from 
and w ith  s tu d ie s  o f b u s in e ss  le a d e r s .  One o f  th e  c o n c lu s io n s  o f the
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P ie rso n  r e p o r t  was t h a t ,  on a number o f c o u n ts , th e  g e n e ra l q u a l i ty  o f 
work perform ed a t  b u s in e ss  sch o o ls  and o th e r  i n s t i t u t i o n s  in  th e  
b u s in e ss  a re a  appeared s o re ly  d e f ic ie n t .
A s im i la r  s tu d y  which p a r a l le le d  th e  P ie rso n  r e p o r t  was one 
p rep ared  by Gordon and Howell (1959) e n t i t l e d  H igher E ducation  fo r  
B u s in ess , sponsored by The Ford F oundation . This r e p o r t  proposed th a t  
c o l le g ia te  ed u ca tio n  fo r  b u s in e ss  should  ed u ca te  s tu d e n ts  fo r  an e n t i r e  
c a re e r  and n o t p r im a r ily  fo r  th e  f i r s t  jo b . F urtherm ore , i t  was 
recogn ized  by th e  a u th o rs  th a t  businessm en in  th e  decades ahead w i l l  
need a  h ig h  o rd e r  o f  a n a ly t ic a l  to o ls ,  a  g r e a te r  degree o f o rg an iza ­
t io n a l  s k i l l ,  a g r e a te r  c a p a c ity  to  d ea l w ith  th e  e x te rn a l  environm ent 
o f  b u s in e s s , and more o f an a b i l i t y  to  cope w ith  ra p id  change. Gordon 
and Howell proposed th a t  every  sch o o l.sh o u ld  keep i t s  program under 
con tinuous s tu d y ; and as needs change and knowledge accum ulates, 
re g a rd in g  what to  teach  and how to  te a c h , e d u c a tio n a l programs should  
change ac co rd in g ly .
Gordon and Howell re p o rte d  t h a t ,  in  g e n e ra l ,  b u s in e ss  co u rses  
could  be tau g h t w ith  any one o f th re e  k in d s  o f em phasis— th e  d e s c r ip t iv e ,  
th e  a n a ly t i c a l ,  and th e  m a n a g e r ia l-c l in ic a l .  The r e p o r t  in d ic a te d  th a t  
th e  p r a c t ic e  in  th e  underg raduate  sch o o ls  was to  c o n c e n tra te  p r im a r ily  
upon a p u re ly  d e s c r ip t iv e  approach . I t  suggested  a  need to  combine 
th e  a n a ly t ic a l  and th e  m a n a g e r ia l-c l in ic a l  ap p ro ach es, a lthough  
conceding th a t  some d e s c r ip t iv e  m a te r ia l  should  n o t be avo ided .
In  acqu iescence  w ith  th e  P ie rso n  r e p o r t ,  th e  Gordon and Howell 
s tu d y  a ls o  found a growing em phasis on management as one o f th e  most 
im p o rtan t cu rricu lu m  developm ents in  b u s in e ss  e d u c a tio n . The s tudy  
in d ic a te d  th a t  th i s  i n t e r e s t  in  management had taken  two form s. F i r s t ,  
i t  had become im portan t to  s t r e s s  a "m anagerial approach" In many
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c o u rse s , p a r t i c u la r ly  through th e  u se  o f  p rob lem -so lv ing  case  s tu d ie s .  
Second, th e re  had been developm ents o f a  f i e l d  o f  s tu d y  c a l le d  
"management11 o r " a d m in is t r a t io n ."
E rickson  (1971) made an in v e s t ig a t iv e  s tu d y  o f  the b a s ic  
components o f o f f ic e  work to  id e n t i f y  and ana ly ze  job components which 
could  be co n s id e red  b a s ic  to  most b eg in n in g  and in te rm e d ia te  le v e ls  o f 
o f f ic e  work. His s tu d y  a lso  co n sid e red  the  im p lic a tio n s  o f th e se  
f in d in g s  fo r  th e  b u s in e ss  ed u c a tio n  cu rricu lu m .
E r ic k s o n 's  d a ta  showed th e  b a s ic  components which com prised 
th e  h ig h e s t  p e rcen tag e  o f o f f i c e  work to  be th e  fo llo w in g : (1) Communi­
c a t in g  w ith  o th e rs  ( in te rp e r s o n a l  r e l a t i o n s ) ;  (2) s o r t in g ,  f i l i n g ,  and 
r e t r i e v in g ;  (3) ty p e w ritin g ; and , (4) ch eck in g , com puting, and v e r i fy in g .
E rick so n  recommended th a t  th e  b u s in e ss  e d u ca tio n  cu rricu lu m  
should  meet two c r i t e r i a  o f cu rricu lu m  o rg a n iz a tio n : Learn ing  and u se .
He concluded th a t  th e  c o n te n t should  be sequenced in  a way so as to  
in su re  th e  m ost le a rn in g  in  th e  l e a s t  amount o f tim e. In  a d d it io n , 
he concluded th a t  th e  c o n te n t shou ld  be o rg an ized  so as  to  be as 
p r a c t i c a l  and u s e fu l  as p o s s ib le  to  th e  le a rn e r  in  m eeting th e  economic 
demands o f  ea rn in g  a l iv in g  in  a te c h n o lo g ic a l s o c ie ty .
REVIEW OF PERIODICAL LITERATURE
Chen and Zane (1969) analyzed  94 c o lle g e  c a ta lo g s  to  determ ine 
c u r re n t  p r a c t ic e s  in  th e  A sso c ia tio n  o f  American C o lle g ia te  Schools o f 
B usiness (AACSB) in  o f fe r in g  co re  c o u rse s . Hie o b je c t iv e s  o f the 
w r i te r s  were the  fo llo w in g : (1) To g e t a  g e n e ra l p ic tu r e  o f core
requ irem en ts  in  a r e p re s e n ta t iv e  group o f AACSB sc h o o ls , and (2) to  
compare the  p re se n t co re  req u irem en ts  o f t h e i r  sample schoo ls  w ith  the 
programs recommended by the  Gordon-Howell and th e  P ie rso n  s tu d ie s  o f 1959.
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Chen and Zane showed th a t  th e re  was c o n s id e ra b le  unan im ity  
among th e  sample sch o o ls  r e l a t iv e  to  th e  s p e c i f ic  s u b je c t  a re a s  
in c lu d ed  in  th e  co re  program s. Hie Gordon-Howell and P ie rso n  s tu d ie s  
in d ic a te d  th a t  th e  most s ig n i f ic a n t  f a c to r  in f lu e n c in g  th e  s e le c t io n  
o f s u b je c t  a re a s  was th e  AACSB membership req u irem en ts . The same 
s i tu a t io n  was found to  e x i s t  a t  th e  tim e o f th i s  s tu d y . However,
Chen and Zane no ted  th a t  a  s ig n i f ic a n t  number o f schoo ls had added 
advanced co u rses  in  th e  q u a n t i ta t iv e  a re a  and in  m anageria l economics 
and m anageria l acco u n tin g .
E s te s  (1969), in  a ttem p tin g  to  b r id g e  th e  gap between b u s in e ss  
o rg a n iz a tio n s  and th e  c lassroom , in tro d u ced  a le a rn in g  ex p erien ce  in to  
h is  p o lic y  co u rse  c a l le d  th e  " l iv in g  c a s e ."  He re p o rte d  th a t  t h i s  
ex p erien ce  gave th e  s tu d e n ts  a chance to  g e t o u t o f  th e  c lassroom  and 
to  make a v a r ie ty  o f s i tu a t io n a l  v i s i t s  w ith  v a rio u s  com panies. E s te s  
concluded th a t  t h i s  p lanned approach had proved e f f e c t iv e  f o r  th e  
companies as w e ll as  fo r  the  s tu d e n ts .  This p a r t i c ip a t io n  made th e  
companies b e t t e r  known on th e  campus; th u s , th e  b u s in e ss  e n te r p r i s e s  
f e l t  t h i s  would h e lp  in  t h e i r  r e c r u i t in g  programs on th e  c o l le g e  campus.
E s te s  concluded a ls o  th a t  th e  ca se  s tudy  and th e  computer 
s im u la tio n  game were two teach in g  to o ls  s u ite d  fo r  th e  a p p l ic a t io n  of 
le a rn in g  th eo ry  in  a su p e rv ised  "dry  run" p r io r  to  th e  s tu d e n t 's  
e n te r in g  th e  b u s in e ss  a re n a .
Hancock and B e ll  (1970), in  a  r e p o r t  on changing th e  c u rricu lu m , 
concluded th a t  s tu d e n ts  as th e  immediate "p u rc h ase rs"  o f  b u s in e ss  
e d u ca tio n  and em ployers as  th e  u l t im a te  " u se rs "  cou ld  no lo n g er be 
reg a rd ed  as p a ss iv e  r e c ip ie n ts  o f  p redeterm ined  co u rse  o f f e r in g s .  In  
a d d i t io n ,  they s ta te d  th a t  i t  was im p era tiv e  th a t  cu rricu lu m  change be 
more a n t ic ip a to ry  in  n a tu re .
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Doney (1970) re p o rte d  th a t  the system s approach cou ld  be a p p lie d  
to  cu rricu lu m  developm ent. By view ing th e  program as an e n t i t y ,  he 
concluded th a t  th e  in e f f ic ie n c ie s  which w ere bound to  appear in  term s 
o f s u b je c t  m a tte r  d u p lic a tio n  were l i k e ly  to  be id e n t i f i e d  and e lim in a te d  
in  th e  system s approach .
Edgeworth (1971) concluded in  a cu rricu lu m  feedback survey  o f  a 
s e le c te d  group o f  form er b u s in e ss  s tu d e n ts  from  F lo r id a  S ta te  U n iv e rs ity  
th a t  o n e - th ird  to  o n e -h a lf  o f the  resp o n d en ts  o f h is  su rvey  in d ic a te d  
th a t  s e v e ra l  o f th e  re q u ire d  s u b je c t  a re a s  w ere o f  l i t t l e  o r  no b e n e f i t  
in  t h e i r  c a r e e r .  Edgeworth q u estio n ed  th e  re q u ire d  c o re  program o f 
AACSB.
Byars (1971) re p o rte d  th a t  u n t i l  r e c e n t ly  m ost managers were 
u n fa m ilia r  w ith  th e  system s concept o f management. However, w ith  the  
w idespread  use o f  com puters and q u a n t i ta t iv e  te c h n iq u e s , he noted  th a t  
managers were beg inn ing  to  sea rch  f o r  ways to  use t h i s  d a ta  more 
e f f e c t iv e ly .  He concluded th a t  th e  sw itch  to  system s management may 
be slow in  coming because th e  t r a d i t i o n a l  concep t o f  management was 
f irm ly  imbedded n o t on ly  in  th e  o r ie n ta t io n  o f  o rg a n iz a t io n s ,  b u t a ls o  
in  th e  cu rricu lu m  o f most b u s in e ss  sc h o o ls .
VonRiesen and Webb (1971) in d ic a te d  th a t  th e  b u s in e ss  
a d m in is tra t io n  f a c u l ty  a t  W ich ita  S ta te  U n iv e rs ity  ag reed  on th e  
d e s i r a b i l i t y  o f  a  change in  th e  co re  cu rricu lu m ; th u s , th e  members gave 
an ad hoc com m ittee a " f r e e  hand" fo r  t h i s  change. One o f  th e  m ajor 
c r i t ic i s m s  o f  th e  o ld  co re  was th a t  i t  was so h ig h ly  s tru c tu r e d  th a t  i t ‘ 
was somewhat d i f f i c u l t  to  p lan  a program fo r  s tu d e n ts  w ith  in d iv id u a l 
needs o r  p re fe re n c e s .
The w r i te r s  no ted  th a t  th e  two m ajor a t t r a c t io n s  o f th e  new 
co re  were i t s  m u lti- tr a c k e d  n a tu re  and the  ch o ices  i t  o f fe re d  the
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s tu d e n t. The new co re  cu rricu lu m  was d iv id ed  in to  fo u r m ajor a r e a s : 
Environment o f B u sin ess , B usiness F u n c tio n s , Q u a n tita t iv e  S tu d ie s , and 
A d m in is tra tiv e  P ro c e sse s . Each o f th e  fo u r  major a re a s  had two t ra c k s .  
Track A o f fe re d  th e  more co n v en tio n a l approach w h ile  Track B o f fe re d  a 
more in te g r a t iv e  approach and u t i l i z e d  a new s e t  o f c o u rse s . The 
s tu d e n t cou ld  e l e c t  to  tak e  Track A o r Track B in  a  s e le c te d  a re a .  A 
th i r d  a l t e r n a t iv e  fo r  th e  s tu d e n t was to  mix th e  two t r a c k s .
The w r i te r s  concluded th a t  th e  co re  developed by th i s  committee 
had i t s  advantages and l im i ta t io n s ,  and o n ly  tim e would re v e a l w hether 
th e  advantages would outweigh th e  l im i t a t io n s .
K leinschrod  (1971b :27), e d i to r  o f  A d m in is tra tiv e  Management, 
no ted  th a t  th e  demand f o r  " re le v a n c e "  in  b u s in e ss  t r a in in g  came more from 
th e  ranks o f upper management th an  from th e  s tu d e n ts .  He concluded 
th a t  perhaps th e  on ly  way to  ach iev e  lo n g -te rm  re lev a n c e  in  t r a in in g  
was through a m ajor overhau l o f  th e  e n t i r e  v o c a tio n a l assem bly l in e  
le a d in g  from th e  school to  th e  i n s t i t u t i o n  o f h ig h  le a rn in g  to  th e  
company. H is view d e c rie d  th e  a b ru p t tu rn  in  c a re e r  developm ent young 
people  encoun tered  in  s h i f t in g  from schoo l to  th e  jo b .
L ach te r (1971), ex e c u tiv e  e d i to r  o f  A d m in is tra tiv e  Management, 
no ted  th a t  s t r e s s  was now being  p laced  upon b u ild in g  a d m in is tra t iv e  
p r o f i t .  A lso , he re p o rte d  th a t  a m ajor a re a  where c o s t  c o n tro l  
tech n iq u es  were be in g  u t i l i z e d  was in  th a t  o f  p e rso n n e l. He a lso  no ted  
th a t  in c re a sed  p ro d u c t iv i ty  o f  c l e r i c a l  employees would be th e  goal fo r  
managers and th a t  work measurement tech n iq u es  would be used  fo r  t h i s  
p u rpose . To in c re a se  p r o d u c t iv i ty ,  a new concept c a l le d  "'word 
p ro c e ss in g "  would beg in  to  emerge. B a s ic a l ly  th e  id ea  would s tre a m lin e  
th e  d ic ta t io n  p ro cess  on a rem ote b a s is  through  a "word p ro ce ss in g
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c e n te r ."  He concluded th a t  th e re  would be an In c reased  demand f o r  
know ledgeable b u s in e ss  system  a n a ly s ts  in  th e  decade ahead.
Vogel (1971) c i te d  ev idences o f In d if fe re n c e  o f management to  
com pla in ts  o f  em ployees. In  h is  conclud ing  n o te , he emphasized i t  
seemed l i k e ly ,  u n le s s  management a c te d  soon, th a t  th e  d is c o n te n t o f 
c l e r i c a l  w orkers would in c re a se  in  the f u tu r e .  He re p o rte d  t h a t ,  by 
and la rg e ,  management l o s t  o u t to  unions in  th e  1930 's when the  d i s s a t ­
i s f a c t io n  o f f a c to ry  w orkers emerged. He q u es tio n ed  w hether h i s to r y  
would re p e a t  i t s e l f  w ith  th e  d is c o n te n t  o f  o f f ic e  w orkers.
Cooper (1971) no ted  th a t  w ith  th e  re c e n t g a in s  made by employee 
o rg a n iz a tio n s  in  governm ent, th e  im petus was s tro n g  fo r  p r iv a te  b u s in e ss  
unions to  in c re a se  t h e i r  ra n k s . As an a t to rn e y , he concluded th a t  a 
con tinuous e d u c a tio n a l program  in  la b o r  r e la t io n s  fo r  management cou ld  
be the answ er. Such an e d u c a tio n a l program cou ld  make management aware 
o f  what to  ex p ec t in  th e  ev en t a la b o r  problem  a ro se , and i t  cou ld  
p rep a re  management to  cope w ith  i t .
SUMMARY
A rev iew  o f th e  l i t e r a t u r e  rev e a le d  few re c e n t s tu d ie s  l im ite d  
to  programs fo r  a d m in is tra t iv e  o f f ic e  management. These s tu d ie s  seemed 
to  emphasize p r im a r ily  a sp e c ts  o f  programs which a re  r i f e  w ith  needed 
changes.
The fo llow ing  term s w ere f re q u e n tly  found in  th e  p e r io d ic a l  
l i t e r a t u r e :  Systems approach , word p ro c e ss in g , case  s tu d y , au tom ation ,
. b u s in e ss  u n io n s , and re le v a n ce  in  b u s in e s s . The emphasis p laced  upon 
re lev an c e  in  th e  programs seemed to  in d ic a te  a need fo r  b rid g in g  th e  h ia tu s  
between b u s in e ss  o rg a n iz a tio n s  and th e  classroom . I t  appeared th a t  the
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fo rc e s  e x te rn a l to  the  c o lle g e  classroom  a re  somewhat p re s s u r in g  th e  
te a c h e rs  o f a d m in is tra t iv e  management to  fa c e  up to  a  change. The 
schoo l co u ld  tak e  th e  i n i t i a t i v e  in  w orking as a c a t a ly s t  to  b r in g  
about a change.
Chapter 3
PROCEDURES OF THE STUDY
The purpose of t h i s  c h a p te r  i s  to  d e sc r ib e  th e  p rocedures used 
to  develop an o p in io n a ire  fo r  e v a lu a tiv e  c r i t e r i a  f o r  a d m in is tra tiv e  
o f f ic e  management program s. The t e n ta t iv e  e v a lu a t iv e  in s tru m en t which 
was th e  p ro d u ct o f t h i s  o p in io n a ire ,  th e  s e le c t io n  o f  th e  ju ry  o f 
a u th o r i t a t iv e  ed u ca to rs  in  a d m in is tra t iv e  o f f ic e  management, and the 
a n a ly s is  o f  th e  responses o f the  ju ry  a re  p re se n te d .
In  a d d i t io n ,  th e  r e s t r u c tu r in g  o f th e  v a l id a te d  in stru m en t 
(the q u e s tio n n a ire ) , th e  s e le c te d  p o p u la tio n  o f AMS members; and th e  
d isc u ss io n  o f th e  a n a ly s is  and p r e s e n ta t io n  o f  th e  in fo rm atio n  a re  
in co rp o ra ted  in  t h i s  c h a p te r .
SELECTION OF ITEMS FOR OPINIONAIRE
A te n ta t iv e  l i s t  o f  c o u rse s , e x p e r ie n c e s , and p r o f ic ie n c ie s  
co n sid e red  d e s ir a b le  fo r  t r a in in g  p o te n t ia l  a d m in is tr a t iv e  o f f ic e  
managers was p r im a r ily  o b ta in ed  from O ffic e  A d m in is tra tio n  Handbook 
(A spley, 1967); A d m in is tra tiv e  O ffice  Management (Neuner, K eeling , 1966); 
P o licy  Form ulation  and A d m in is tra tio n  (Sm ith, C h r is te n se n , Berg, 1968: 
ix - x ) ;  and v a rio u s  c o l le g e  c a ta lo g s .
The g e n e ra l and p ro fe s s io n a l  e d u c a tio n a l req u irem en ts  were 
c l a s s i f i e d  in to  fo u r  c a te g o r ie s ,  nam ely, g e n e ra l e d u c a tio n a l,  hum anistic  
and b e h a v io ra l s tu d ie s ,  le a rn in g  th eo ry  and c l i n i c a l  ex p e r ie n c e s , and a 
p rac ticu m . S ev era l re c e n t a r t i c l e s  (E s te s , 1969; Hancock, B e ll ,  1970;
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Doney, 1970; K le in sch ro d , 1971; and V ogel, 1971) w ere review ed fo r  th e  
purpose o f o b ta in in g  o th e r  ite m s .
The item s were a rran g ed  acco rd ing  to  g en e ra l and p ro fe s s io n a l 
e d u c a tio n a l elem ents in to  a t e n ta t iv e  e v a lu a tiv e  in stru m en t which was 
se n t fo r  v a l id a t io n  to  a ju ry  o f  e x p e r ts .  (Appendix C)
SELECTION OF THE JURY
To d ev ise  an in stru m en t which m ight r e f l e c t  th e  o p in ions o f 
ed u ca to rs  w ith  e x p e r t is e  in  a d m in is tra t iv e  o f f ic e  management program s, 
a ju ry  was s e le c te d  w ith  a t t e n t io n  to  in d iv id u a l i n t e r e s t s  in  adm inis­
t r a t i v e  management e d u c a tio n , p u b lic a t io n  o f  re c e n t p e r io d ic a l  a r t i c l e s ,  
a u th o rsh ip  o f  books, and c o n tr ib u tio n s  to  v a r io u s  academic f ie ld s  in  
b u s in e ss  a d m in is tra t iv e  program s. A ll  such ed u ca to rs  w ere c u r re n t ly  
engaged in  in s t r u c t io n  i n  such c o lle g e  program s. F urtherm ore, an e f f o r t  
was made to  s e le c t  ju ro r s  who re p re se n te d  th e  s e v e ra l  g eo g rap h ica l 
reg io n s  o f  th e  U nited  S ta te s .  (Appendix B)
VALIDATION OF THE INSTRUMENT
The o p in io n a ire  and co v er l e t t e r  (Appendix A ), which exp la in ed  
th e  purposes o f  th e  s tudy  and asked fo r  a c tio n  from th e  re sp o n d en t, 
were s e n t to  each ju ry  member. The ju r o r  was req u ested  to  ex p ress  an 
o p in io n  about each item  as to  i t s  r e l a t iv e  Im portance o r  co n s is ten cy  
w ith  th e  purposes o f  a d m in is tr a t iv e  o f f ic e  management program s.
A r a t in g  system  from "1 "  ( in d ic a t in g  s tro n g  agreem ent w ith  th e  
id ea ) to  rr5,r ( in d ic a t in g  s tro n g  d isagreem ent w ith  th e  id ea ) was used 
fo r  each item . The s c a le  was designed  to  denote th e  fo llow ing :
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"1" in d ic a te d  th a t  the  ju ro r  s tro n g ly  agreed  w ith  o r  c o n s id e red  th e  
id e a  o f m ajor im portance; ll2M in d ic a te d  th a t  th e  ju ro r  ag reed  w ith  o r 
co n sid e red  th e  id ea  o f m oderate im portance; "3" in d ic a te d  th a t  th e  
ju ro r  was undecided about agreem ent o r  im portance o f the  id e a ;  "4" 
in d ic a te d  th a t  the  ju ro r  d isag ree d  w ith  o r  co n s id e red  the  id ea  of 
l i t t l e  im portance; and "S" in d ic a te d  th a t  the  ju r o r  s tro n g ly  d isag ree d  
w ith  o r co n s id e red  the id e a  o f no im portance. Two o th e r  r a t in g s  were 
u sed : "a" in d ic a te d  th a t  the  meaning o f  the  s ta tem en t was n o t c le a r  to
the re sp o n d en t; and "b" in d ic a te d  th a t  no resp o n se  was in ten d ed  by th e  
resp o n d en t.
The ju ry  members made some comments which s tre n g th e n e d  the  
s tu d y . Responses were re c e iv e d  from 13 o f the  20 e d u c a tio n a l a u th o r i t i e s .  
One o f th e  resp o n d en ts  d is q u a l i f ie d  h im se lf  because he had changed 
p o s it io n s  w ith in  the u n iv e r s i ty  and was no lo n g er a te a c h e r .
When an a ly z in g  th e  responses o f th e  ju ry  members, a p o in t v a lu e  
was a ss ig n ed  to  each r a t in g  to  o b ta in  a  b a s is  f o r  s t a t i s t i c a l  p rocedure  
(D aig le , 1968:13-15). The num erical v a lu es  a ss ig n ed  were as  fo llo w s:
For th e  r a t in g  o f "1" a  v a lu e  o f f iv e  p o in ts  was a s s ig n e d ; fo r  th e  r a t in g  
o f "2" a v a lu e  o f fo u r  p o in ts  was a ss ig n e d ; fo r  th e  r a t in g  o f "3" a v a lu e  
o f th re e  p o in ts  was a ss ig n e d ; fo r  th e  r a t in g  o f  "4" a  v a lu e  o f  two p o in ts  
was a ss ig n ed ; and fo r  th e  r a t in g  o f "5" a v a lu e  o f  one p o in t  was a ss ig n e d . 
For the r a t in g s  o f "a"  and "b" zero  p o in ts  were a s s ig n e d . As th e  t o t a l  
resp o n ses  fo r  each item  in  th e  o p in io n a ire  ranged from n in e  to  tw elve , 
a mean sco re  was c a lc u la te d  fo r  th e  in d iv id u a l item s.
The m id -p o in t o f  th e  r a t in g  s c a le  was "3 " ; th u s , f o r  a mean sco re  
to  show a p o s i t iv e  r a t in g ,  i t  would have to  be c lo s e r  to  l,4" than to  n3 ."  
For th i s  re a so n , 3 .51  o r above was co n s id e red  to  show p o s i t iv e
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agreem ent o r  im portance; 2.49 o r  below was co n s id e red  to  show n e g a tiv e  
r e a c t io n  and l i t t l e  o r  no im portance. The two p o s i t iv e  c a te g o r ie s  
were determ ined by d iv id in g  th e  rem ain ing  p o s i t iv e  d is ta n c e : A mean
sco re  o f from 3.51 to  4 .25  was co n sid e red  to  denote  agreem ent o r 
m oderate im portance, and a mean sco re  o f from 4 .2 6  to  5 .00  was 
co n sid e red  to  denote s tro n g  agreem ent o r  m ajor im portance o f  th e  id ea . 
Hie two n e g a tiv e  c a te g o r ie s  were determ ined  by d iv id in g  the  rem aining 
n e g a tiv e  d is ta n c e :  A mean sc o re  o f  from 1.76 to  2 .49 was con sid e red
to  denote d isagreem ent o r l i t t l e  im portance , and a mean sco re  o f from 
1.00 to  1 .75 was co n sid e red  to  denote s tro n g  d isagreem ent o r no 
im portance o f th e  id e a . The mean sco re  t h a t  f e l l  between 2 .50  and 3.50 
was co n sid e red  to  denote undecidedness about agreem ent o r  im portance 
o f th e  id e a . An item -b y -item  a n a ly s is  o f th e  responses o f th e  ju ro r s  
to  th e  o p in io n a ire  i s  s ta te d  in  C hapter 4 .
APPLICATION OF THE QUESTIONNAIRE 
TO A SELECTED POPULATION
The v a l id a te d  item s were r e s t r u c tu r e d  in to  a second in s tru m en t, 
th e  q u e s tio n n a ire  (Appendix F ) , which was th en  subm itted  to  members o f 
th re e  s e le c te d  ch a p te rs  o f AMS o f Area Ten. The th re e  re g io n a l ch a p te rs  
were lo c a te d  in  New O rlean s, L o u is ian a ; Beaumont, Texas; and Houston, 
Texas. The New O rleans and Beaumont c h a p te rs  fu rn ish e d  c h a p te r  r o s te r s  
f o r  the  s tu d y . The P re s id e n t o f  th e  Houston c h a p te r ,  w ith  th e  consen t 
o f  th e  Board o f D ire c to rs ,  s e n t  th e  q u e s tio n n a ire s  to  members o f  th e  
o rg a n iz a tio n  and fu rn ish e d  th e  n e c e ssa ry  r o s t e r  in fo rm a tio n . These 
c h a p te rs  have a combined membership o f 210 members. However, 17 of 
the members (about 8 p e rc e n t)  were n o t engaged in  a d m in is tra t iv e
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management b u t were e d u c a to rs , r e t i r e e s ,  o r  o f f i c e  machine s a le s  
r e p re s e n ta t iv e s  and, a c c o rd in g ly , were n o t in c lu d ed  as responden ts  in  
th i s  s tu d y .
Persons to  whom q u e s tio n n a ire s  were s e n t were employed by a 
wide spectrum  of types o f  b u s in e ss  e n te r p r i s e s .  (Appendix E) The 
accompanying cover l e t t e r  (Appendix D) co n ta in ed  th e  purpose and a 
d e s c r ip t io n  o f th e  s tu d y . Of th e  193 q u e s tio n n a ire s  m ailed , 68 (33 .2  
p e rc e n t)  were re tu rn e d . A pproxim ately f iv e  weeks l a t e r ,  a fo llow -up  
copy o f th e  q u e s tio n n a ire  and an o th e r cover l e t t e r  were m ailed  to  
p ersons who had n o t  responded . P e rso n a l ap p ea ls  were made by te lep h o n e  
to  th e  p re s id e n ts  o f each c h a p te r  in  an e f f o r t  to  encourage p a r t i c i ­
p a tio n  from in d iv id u a ls  who had n o t responded. The second m a ilin g  and 
appeal r e s u l te d  in  a d d i t io n a l  r e p l ie s ;  a t o t a l  r e tu rn  o f 113 (58 .5  
p e rc e n t)  was o b ta in e d .
Returned q u e s tio n n a ire s  were examined and th o se  which were n o t 
u sa b le  were d isc a rd e d . In fo rm atio n  from th e  com pleted q u e s tio n n a ire s  
was com piled in  ta b u la r  form .
Chapter 4
ANALYSIS AND PRESENTATION OF VALIDATED CRITERIA
This c h a p te r  p ro v id es  an item -b y -item  a n a ly s is  o f  the  resp o n ses  
o f th e  ju ro r s  to  th e  o p in io n a ire  o f e v a lu a tiv e  c r i t e r i a  fo r  a d m in is tra ­
t iv e  o f f ic e  management program s. For each id e a ,  f i r s t  th e  s ta tem en t i s  
p re se n te d ; second, th e  mean sco re  and th e  i n t e r p r e ta t io n  o f  the  mean 
sco re  a re  re v e a le d ; and th i r d ,  th e  d is p o s i t io n  o f th e  item  i s  no ted  
in c lu d in g , where needed, a  r e v is io n  o f  th e  s ta tem en t and an o p p o rtu n ity
fo r  an addendum. A summary i s  p re se n te d  in  ta b u la r  f o r a  a t  th e  end o f 
t h i s  c h a p te r .
G eneral E ducation
1. S ta tem en t: The te a c h e r  o f a d m in is tra t iv e  management 
s tu d e n ts  m ust be a b ro ad ly  and l i b e r a l l y  educated  p erso n .
In  te rp re  t a t  io n : The mean sco re  o f  4 .4 2  in d ic a te d  th a t  the  
ju ro r s  s tro n g ly  agreed  w ith  o r co n sid e red  th e  id e a  o f m ajor im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  responses o f  th e  ju r o r s .
2 . S ta tem en t: The p re p a ra tio n  o f a d m in is tr a t iv e  management 
s tu d e n ts  should  be th e  r e s p o n s ib i l i ty  o f th e  Departm ent o f  Management.
I n te r p r e t a t i o n : The mean sco re  o f 4 .1 7  in d ic a te d  th a t  the
ju ro r s  ag reed  w ith  o r co n s id e red  th e  id ea  o f  m oderate im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  re sp o n ses  o f th e  ju r o r s .
3 . S ta tem en t: The program fo r  a d m in is t r a t iv e  management 
s tu d e n ts  should  be in te r d i s c ip l in a r y .
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In te r p r e ta t io n : The mean sco re  o f  4 .5 0  In d ica ted  th a t the
ju ro r s  s tro n g ly  agreed  w ith  o r c o n sid e red  th e  id e a  o f  m ajor im portance.
D is p o s it io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  responses o f  the  ju r o r s .
4 . S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be 
allow ed to  p lan  in d iv id u a liz e d  programs o f  g en e ra l ed u ca tio n  co u rses  
by e le c t in g  from a wide s e le c t io n  o f co u rse s  in  f in e  a r t s  and l i b e r a l  
a r t s .
I n te r p r e ta t io n : The mean sc o re  o f 3 .92  in d ic a te d  th a t  the
ju ro r s  agreed  w ith  o r co n s id e red  th e  id e a  o f  m oderate im portance.
D is p o s it io n : The item  was re ta in e d  a f t e r  c o n s id e ra tio n  of
the  responses o f th e  ju r o r s .
5. S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  have 
a secondary a re a  o f academic c o n c e n tra tio n  o r an academic m inor.
I n te r p r e ta t io n : The mean sco re  o f 4 .0 0  in d ic a te d  th a t  th e
ju ro r s  ag reed  w ith  o r  co n s id e red  th e  id ea  o f  m oderate im portance.
D is p o s it io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  responses o f th e  ju r o r s .
6 . S ta tem en t: An i n i t i a l  assessm en t should  be made o f the  
le v e l  and q u a l i ty  o f th e  g e n e ra l e d u c a tio n a l background o f each s tu d e n t .
I n te r p r e ta t io n : The mean sc o re  o f 3 .67  in d ic a te d  th a t  the
ju ro r s  ag reed  w ith  o r co n sid e red  th e  id e a  o f m oderate im portance.
D is p o s it io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  responses o f th e  ju r o r s .
7. S ta tem en t: Such an assessm en t (No. 6 , above) would be a 
means o f  in d iv id u a liz in g  programs o f  s tudy  f o r  each s tu d e n t.
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I n te r p r e ta t io n : The mean score  o f  3 .6 4  In d ica ted  th a t the
ju ro r s  agreed  w ith  o r  co n s id e red  th e  id ea  o f  m oderate im portance.
D is p o s it io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  responses o f  th e  ju r o r s .
8 . S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  meet
g en era l e d u c a tio n a l requ irem en ts  in  th e  fo llo w in g  a re a s :
a . E n g lish
b . L in g u is t ic s
c . Sem antics
d . M athematics
e . Logic
f .  Science
g. B eh av io ra l and S o c ia l Science
(1) A nthropology
(2) Geography
(3) American H is to ry
(4) World H is to ry
(5) P o l i t i c a l  Science
(6) S ocio logy
(7) Psychology
h . H um anities
(1) C la s s ic a l  L i te r a tu r e
(2) C la s s ic a l  A rt
(3) Philosophy
i .  F ine A rts
(1) A rt A p p rec ia tio n
(2) Music A p p rec ia tio n
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j .  Fundam entals o f Speech 
In te rp re  t a t I o n :
Mean Item
5.00 E n g lish
2.83 L in g u is t ic s
3.17 Sem antics





3.75 American H is to ry
3.58 World H is to ry
4 .17 P o l i t i c a l  S cience
4 .50 S ocio logy
4 .75 Psychology
3.08 C la s s ic a l  L i te r a tu r e
2.50 C la s s ic a l  A rt
4 .17 P hilosophy
3.17 A rt A p p rec ia tio n
3.17 Music A p p rec ia tio n
4.92 Fundam entals o f  Speech
Mean sco res  on responses o f  th e se  item s re v e a le d : S trong
agreem ent item s a ,  d , g - ( 6 ) ,  g - ( 7 ) ,  and j ;  agreem ent w ith  item s e , 
g- (3 )j g " (4 ) ,  g - (5 ) ,  and h - ( 3 ) ;  and no d e c is io n  w ith  item s b , c ,  f ,  
g - ( l ) ,  g- (2 ) ,  h - ( l ) ,  h -  (2 ) ,  i - ( l ) ,  and i - ( 2 ) .
D is p o s i t io n : The g e n e ra l e d u c a tio n a l requ irem en ts  o f
E n g lish , m athem atics, lo g ic ,  American h i s to r y ,  w orld  h i s to r y ,  p o l i t i c a l
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sc ie n c e , so c io lo g y , psychology , p h ilo so p h y , and fundam entals o f speech 
were r e ta in e d  a f t e r  c o n s id e ra t io n  o f th e  re sp o n ses  o f th e  ju r o r s .
The g e n e ra l e d u ca tio n  req u irem en ts  o f  l i n g u i s t i c s ,  sem an tics , 
s c ie n c e , an th ro p o lo g y , geography, c l a s s i c a l  l i t e r a t u r e ,  c l a s s i c a l  a r t ,  
a r t  a p p re c ia t io n , and music a p p re c ia t io n  w ere dropped a f t e r  c o n s id e r­
a t io n  of th e  responses o f  th e  ju r o r s .
An o p p o rtu n ity  was in c lu d ed  in  the  r e s t r u c tu re d  in stru m en t 
fo r  " w r ite - in "  addendum (a ) o f  o th e r  item s.
H um anistic and B eh av io ra l S tu d ie s
1. S ta tem en t; A d m in is tra tiv e  management s tu d e n ts  should  be 
encouraged to  form a p e rso n a l s o c ia l  p h ilo so p h y .
I n te r p r e t a t i o n : The mean sco re  o f 4 .3 3  in d ic a te d  th a t  the
ju ro r s  s tro n g ly  agreed  w ith  o r  c o n s id e red  th e  id e a  o f m ajor im portance.
D is p o s i t io n : The item  was re ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  responses o f th e  j u r o r s .
2 . S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be 
re q u ire d  to  s tu d y  th e  h i s to r y  o f  a d m in is tr a t iv e  management.
I n te r p r e t a t i o n : The mean sco re  o f  3 .92  in d ic a te d  th a t  th e
ju ro r s  ag reed  w ith  o r co n s id e red  th e  id e a  o f  m oderate im portance.
D is p o s i t io n : The item  was re ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  resp o n ses o f th e  ju r o r s .
3 . S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be 
acq u a in ted  w ith  th e  to o ls  o f r e s e a rc h  to  en ab le  know ledgeable read in g  
o f  p ro fe s s io n a l  l i t e r a t u r e .
I n te r p r e t a t i o n : The mean sc o re  o f  4 .3 3  in d ic a te d  th a t  the  
ju ro r s  s tro n g ly  ag reed  w ith  o r  co n sid e red  th e  id ea  o f m ajor im portance.
28
D is p o s it io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  resp o n ses  o f  th e  ju r o r s .
4 . S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be
acq u a in ted  w ith  government l i t e r a t u r e .
I n te r p r e t a t i o n : The mean sco re  o f  3 .58  in d ic a te d  th a t  the
ju ro rs  ag reed  w ith  o r  co n s id e red  th e  id e a  o f m oderate im portance. I t  
was no ted  by th e  ju ry  th a t  they  presumed th i s  item  in c lu d ed  governm ental 
r e g u la t io n s .
D is p o s i t io n : The item  was r e s ta te d  a f t e r  c o n s id e ra tio n  of
th e  resp o n ses  o f  th e  ju ro r s  as fo llo w s: A d m in is tra tiv e  management
s tu d e n ts  should  be acq u a in ted  w ith  governm ental l i t e r a t u r e  and govern­
m ental r e g u la t io n s .
5 . S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be
f a m il ia r  w ith  th e  ro le  o f  management a s s o c ia t io n s  in  th e  o v e r a l l  e f f o r t  
to  p ro v id e  o p p o r tu n it ie s  fo r  in - s e r v ic e  t r a in in g .
I n te r p r e t a t i o n : The mean sc o re  o f 4 .25  in d ic a te d  th a t  th e
ju ro r s  ag reed  w ith  o r co n s id e red  th e  id ea  o f m oderate im portance.
D is p o s i t io n : The item  was re ta in e d  a f t e r  c o n s id e ra tio n  of
th e  re sp o n ses  o f  th e  ju r o r s .
6 . S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be 
re q u ire d  to  s tu d y  c u r re n t  problem s in  a d m in is tra t iv e  management.
I n te r p r e t a t i o n : The mean sco re  o f 4 .7 5  in d ic a te d  th a t  th e
ju ro r s  s tro n g ly  ag reed  w ith  o r co n sid e red  th e  id e a  o f  m ajor im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  resp o n ses  o f  th e  ju r o r s .
7. S ta tem en t: The program  fo r  a d m in is tra t iv e  management 
s tu d e n ts  should  in c lu d e  th e  s tu d y  o f the  o rg a n iz a tio n  and a d m in is tra tio n  
o f top management.
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I n te r p r e t a t i o n ; The mean sco re  o f A .92 in d ic a te d  th a t  the  
ju ro r s  s tro n g ly  agreed  w ith  o r  co n s id e red  th e  id ea  o f m ajor im portance.
D is p o s it io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  responses o f  th e  ju r o r s .
8. S ta tem en t; A d m in is tra tiv e  management s tu d e n ts  should  
p a r t ic ip a te  in  a program o f s im u la tio n  such as  m ight be o b ta in ed  from 
case  s tu d ie s  under th e  le a d e rsh ip  o f  t r a in e d  p ro fe s s o r s .
I n te r p r e t a t i o n ; The mean sco re  o f  4 .6 7  in d ic a te d  th a t  the  
ju ro r s  s tro n g ly  agreed  w ith  o r  co n s id e red  th e  id e a  o f m ajor im portance.
D is p o s it io n ; The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  o f 
th e  resp o n ses  o f th e  ju r o r s .
Learn ing  Theory and C l in ic a l  E xperiences *
1. S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  have
t r a in in g  in  th e  fo llo w in g  a re a s :
a . A ccounting
b . B usiness Communication
c . B usiness Law
d. B usiness Machines
e . B usiness S t a t i s t i c s
f .  Computer Science
g. Economics
h . F inance
i .  In su ran ce
j . M arketing
k . Real E s ta te
1. Records A d m in is tra tio n
m. Shorthand
n . Typew riting
I n te r p r e ta t io n :
Mean Item
4.83 A ccounting
4 .83 B usiness Communication
4 .00 B usiness Law
4 .25 B usiness Machines
4 .83 B usiness S t a t i s t i c s




4 .42 M arketing
2.92 Real E s ta te
4 .08 Records A d m in is tra tio n
2 .50 Shorthand
3.25 Typew riting
Mean sc o re s  on resp o n ses  o f th e se  item s rev e a le d : S trong
agreem ent item s a ,  b , e ,  f ,  g , h ,  and j ;  agreem ent w ith  item s c , d , 
and 1; and no d e c is io n  w ith  item s i ,  k , m, and n .
D is p o s i t io n : The t r a in in g  a re a s  o f a cco u n tin g , b u s in e ss
com m unication, b u s in e ss  law , b u s in e ss  m achines, b u s in e ss  s t a t i s t i c s ,  
computer s c ie n c e , econom ics, f in a n c e , m ark e tin g , and re c o rd s  adm inis­
t r a t i o n  were r e ta in e d  a f t e r  c o n s id e ra t io n  o f  th e  re sp o n ses  o f th e  ju r o r s .
The t r a in in g  a re a s  o f in su ra n c e , r e a l  e s t a t e ,  sh o rth an d , 
and ty p e w ritin g  w ere dropped a f t e r  c o n s id e ra tio n  o f the  responses o f 
th e  ju r o r s .
An o p p o r tu n ity  was in c lu d ed  in  the  r e s t ru c tu re d  in stru m en t 
fo r  ,* w rite -in 1' addendum (a) o f o th e r  item s.
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2. S ta tem en t; A co u rse  should  be re q u ire d  o f a d m in is tra tiv e  
management s tu d e n ts  in  th e  fo llo w in g  s p e c ia l iz e d  a re a s :
a . Fundam entals o f  Management
b. A d m in is tra tiv e  P ra c tic e s
c . F a c to rs  and C on tro l
d. M anagerial Economics
e . M anagerial A ccounting
f . P ersonnel Management
g- Human R e la tio n s  in  B usiness
h . P ro d u c tio n  Management
i . Labor Management
j . In fo rm atio n  Systems
k . A d m in is tra tiv e  A nalysis  and P o lic y
I n te r p r e t a t i o n ;
Mean Item
4.75 Fundam entals o f  Management
4 .73 A d m in is tra tiv e  P ra c t ic e s
4 .2 2 F a c to rs  and C ontro l
4 .25 M anagerial Economics
4 .25 M anagerial A ccounting
4 .5 8 Personnel Management
4 .7 5 Human R e la tio n s  in  B usiness
4 .17 P ro d u c tio n  Management
4 .3 3 Labor Management
4 .75 In fo rm atio n  Systems
4 .67 A d m in is tra tiv e  A n aly sis  and P o licy
Mean sc o re s  on resp o n ses  o f  th e  item s re v e a le d : S trong  agreem ent 
item s, a ,  b , f ,  g , i ,  j ,  and k ; and agreem ent w ith  item s c ,  d , e , and h .
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D is p o s i t io n : A ll o f  th e  item s in  th e  s p e c ia l iz e d  a re a s
were r e ta in e d  a f t e r  c o n s id e ra tio n  o f  th e  resp o n ses  o f  th e  ju r o r s .
An o p p o rtu n ity  was in c lu d ed  in  th e  r e s t r u c tu r e d  in stru m en t 
fo r  " w r ite - in "  addendum (a ) o f  o th e r  item s .
3 . S ta tem en t: S tu d en ts  p re p a rin g  fo r  a d m in is tra t iv e  p o s it io n s
should  in c lu d e  th e  fo llo w in g  elem ents in  t h e i r  program s:
a . D iagnosis o f  s o c ia l  problem s
b . The study  o f l i n g u i s t i c  c h a r a c t e r i s t i c s  o f speech o f 
v a rio u s  e th n ic  and c u l tu r a l  groups
c . Speech c o r re c t io n
d. The s tu d y  o f b u s in e ss  and community r e la t io n s h ip s
e . H ealth  and n u t r i t i o n
I n te r p r e t a t i o n :
Mean Item
4 .2 5  D iagnosis o f  s o c ia l  problem s
2.42  The s tu d y  o f  l i n g u i s t i c  c h a r a c t e r i s t i c s
o f  speech o f  v a rio u s  e th n ic  and c u l tu r a l  
groups
2 .50  Speech c o r re c t io n
4 .67  The s tu d y  o f  b u s in e ss  and community 
r e la t io n s h ip s
2.67 H ealth  and n u t r i t i o n
Mean sco re s  on responses o f  the  item s re v e a le d : S trong  agreem ent 
w ith  item  d; agreem ent w ith  item  a ; no d e c is io n  w ith  item s c and e ; and 
d isagreem ent w ith  item  b .
D is p o s i t io n : The program  elem ents o f  d ia g n o s is  o f  s o c ia l
problems and th e  s tudy  o f  b u s in e ss  and community r e la t io n s h ip s  were 
r e ta in e d  a f t e r  c o n s id e ra tio n  o f the  responses o f th e  ju r o r s .
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The program elem ents o f  th e  s tu d y  o f l in g u i s t i c  
c h a r a c te r i s t i c s  o f speech o f  v a rio u s  e th n ic  and c u l tu r a l  groups; 
speech c o r re c t io n ;  h e a l th  and n u t r i t i o n  were dropped a f t e r  c o n s id e r­
a t io n  of th e  resp o n ses  o f th e  ju r o r s .
An o p p o r tu n ity  was in c lu d ed  in  th e  r e s t ru c tu re d  in stru m en t 
fo r  " w r i te - in "  addendum (a) o f  o th e r  e lem en ts.
4 . S ta tem en t; The c l i n i c a l  o r  case  s tu d y  ex p erien ces  should
in c lu d e :
a . F unctions o f  top  management
b . "R isk" and i t s  p la c e  in  top management
c . D iv id ing  a f i r m 's  work in to  lo g ic a l  and u n d ers tan d ab le
assignm ents
d. S tandards fo r  m easuring perform ance
e . M o tiv a tio n  f o r  th e  members o f a management group
f .  D e leg a tio n  o f  a u th o r i ty
g . A cceptance o f  r e s p o n s i b i l i t i e s — in d iv id u a l and
o rg a n iz a t io n a l
h . An u n d e rs tan d in g  o f  d e s ir a b le  em ployer-em ployee 
r e l a t io n s
I n te r p r e t a t i o n :
Mean Item
4.75  F u nctions o f top management
4 .42  "R isk" and i t s  p la c e  in  top management
4 .75  D iv id ing  a f i r m 's  work in to  lo g ic a l  
and u n d e rs tan d ab le  assignm ents
4 .6 7  S tandards fo r  m easuring perform ance
4 .75  M otivation  fo r  a l l  members o f  a
management group
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4 .5 0  D eleg a tio n  o f  a u th o r i ty
4 .7 5  A cceptance o f r e s p o n s i b i l i t i e s —
in d iv id u a l and o rg a n iz a tio n a l
4 .6 7  An u n d e rs tan d in g  o f  d e s ir a b le  em ployer-
employee r e l a t io n s
Mean sco res  on resp o n ses  o f a l l  th e  item s in d ic a te d  th a t  the 
ju ro r s  s tro n g ly  agreed  w ith  o r co n s id e red  th e  ex p erien ces  o f  m ajor 
im portance.
D is p o s i t io n : A ll o f  th e  item s in  th e  c l i n i c a l  o r case
s tu d y  ex p e rien ces  were re ta in e d  a f t e r  c o n s id e ra tio n  o f  th e  resp o n ses  
o f th e  j u r o r s .
An o p p o r tu n ity  was in c lu d ed  in  th e  r e s t ru c tu re d  in stru m en t 
fo r  ' ‘w r i te - in "  addendum (a) o f  o th e r  ex p e r ie n c e s .
5. S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be 
in v o lv ed  in  d e c is io n  making f o r  the  c l i n i c a l  o r  case  s tu d y  ex p e rie n c es .
I n te r p r e t a t i o n : The mean sco re  o f  4 .9 2  in d ic a te d  th a t  the
ju ro r s  s tro n g ly  ag reed  w ith  o r c o n sid e red  th e  id ea  of m ajor im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  resp o n ses  o f th e  ju r o r s .
6 . S ta te m en t: S tu d en ts  in  management should  be re q u ire d  to  
fo llo w  a p re s c r ib e d  sequence o f  co u rses  ( i . e . ,  f in i s h  a l l  o r  c e r ta in  
g e n e ra l req u irem en ts  b e fo re  ta k in g  p ro fe s s io n a l  management c o u rse s ) .
I n te r p r e t a t i o n : The mean sco re  o f 3 .33  in d ic a te d  th a t  the  
ju ro r s  w ere undecided  abou t agreem ent o r im portance o f th e  item .
D is p o s i t io n : The item  was dropped a f t e r  c o n s id e ra tio n  of
th e  resp o n ses o f  th e  ju r o r s .
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7. S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  have 
co u n se lin g  and a d v is in g  s e rv ic e s  a v a i la b le  to  them d u rin g  th e  under­
g rad u a te  program.
I n te r p r e ta t io n : The mean sc o re  o f  4 .42  in d ic a te d  th a t  the
ju ro r s  s tro n g ly  agreed  w ith  o r co n s id e red  th e  id ea  o f  m ajor im portance.
D is p o s i t io n : The item  was re ta in e d  a f t e r  c o n s id e ra t io n  of
the  resp o n ses  o f th e  ju r o r s .
8 . S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  have 
o p p o r tu n it ie s  fo r  c l i n c i a l  o r  case  s tu d y  ex p erien ces  du rin g  each 
academic y e a r .
I n te r p r e ta t io n : The mean sco re  o f  4 .33  in d ic a te d  th a t  the
ju ro r s  s tro n g ly  agreed  w ith  o r co n sid e red  th e  id ea  o f  m ajor im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  responses o f  th e  ju r o r s .
9 . S ta tem en t: There should  be open access  in to  the  
a d m in is tra t iv e  management program s; th u s , a s tu d e n t p re p a rin g  to  work 
as  a p a ra -p ro fe s s io n a l  m ight tak e  c e r ta in  p ro fe s s io n a l  management 
co u rses  and l a t e r  r e tu rn  to  f i l l  in  m issing  co u rses  in  a degree program 
w ith o u t be in g  p e n a liz e d  by hav ing  to  com plete th e  re q u ire d  co u rses  in  a 
p lanned sequence.
I n te r p r e t a t i o n : The mean sco re  o f  3 .75  in d ic a te d  th a t  th e
ju ro r s  ag reed  w ith  o r  co n s id e red  th e  id ea  o f m oderate im portance.
D is p o s it io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  resp o n ses  o f  th e  ju r o r s .
10. S ta tem en t: P ro fe s s io n a l management co u rses  may be e le c te d  
by s tu d e n ts  in  o th e r  program s.
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I n te r p r e ta t io n : The mean sco re  o f  4 .3 3  in d ic a te d  th a t the
ju ro r s  s tro n g ly  ag reed  w ith  o r  co n s id e red  th e  id ea  o f m ajor im portance.
D is p o s i t io n : The item  was re ta in e d  a f t e r  c o n s id e ra tio n  of
th e  resp o n ses  o f th e  ju r o r s .
11. S ta tem en t: P ro fe s s io n a l management co u rses  should  be 
a v a i la b le  to  p a ra -p ro fe s s io n a ls  who do no t in te n d  to  pursue a  degree 
program in  management.
I n te r p r e t a t i o n : The mean sco re  o f  4 .0 0  in d ic a te d  th a t  th e
ju ro r s  ag reed  w ith  o r co n s id e red  th e  id ea  o f  m oderate im portance.
D is p o s i t io n : Hie item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  resp o n ses o f the  j u r o r s .
12. S ta tem en t: Departm ent o b je c t iv e s  should  be s ta te d  in  terms 
th a t  a re  b e h a v io ra l and m easurab le .
I n te r p r e t a t i o n : The mean sco re  o f  4 .3 0  in d ic a te d  th a t  th e
ju r o r s  s tro n g ly  agreed  w ith  o r co n sid e red  th e  id e a  o f m ajor im portance. 
I t  was no ted  by th e  ju ry  th a t  th e  term , b e h a v io ra l ,  was q u e s tio n a b le .
D is p o s i t io n : The item  was r e s t a t e d  a f t e r  c o n s id e ra tio n  o f
th e  resp o n ses  o f th e  ju ro r s  to  re ad : Departm ent o b je c t iv e s  should  be
s ta te d  in  term s th a t  a re  m easurab le . The item  was re w r i t te n  and 
in c lu d ed  in  S e c tio n  I I I ,  Number 11.
13- S ta tem en t: P lann ing  fo r  program development should  in c lu d e
c o n s id e ra tio n  o f  employment o p p o r tu n i t ie s .
I n te r p r e t a t i o n : The mean sco re  o f  4 .5 8  in d ic a te d  th a t  th e
ju ro r s  s tro n g ly  ag reed  w ith  o r co n sid e red  th e  id e a  o f m ajor im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  resp o n ses  o f th e  ju r o r s .
14. S ta tem en t: P lann ing  fo r  program developm ent should in c lu d e
c o n s id e ra tio n  o f changing b u s in e ss  p r a c t ic e s .
I n te r p r e ta t io n : The mean sco re  o f  4 .9 2  in d ic a te d  th a t the
ju ro r s  s tro n g ly  agreed  w ith  o r co n s id e red  th e  id ea  o f m ajor im portance.
D is p o s i t io n : The item  was re ta in e d  a f t e r  c o n s id e ra tio n  of
th e  resp o n ses  o f the  ju r o r s .
15. S ta tem en t: P lann ing  fo r  program development should  in c lu d e
a n a ly s is  o f  d u tie s  perform ed by b u s in e ss  em ployees.
I n te r p r e t a t i o n : The mean sco re  o f 4 .42  in d ic a te d  th a t  the
ju ro r s  s tro n g ly  agreed  w ith  o r  co n sid e red  th e  id ea  of m ajor im portance.
D is p o s it io n : The item  was re ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  re sp o n ses  o f th e  j u r o r s .
P racticum
1. S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be 
re q u ire d  to  have a p rac ticum  in  which th e  s tu d e n t ,  under the  su p e rv is io n  
o f  th e  c o o p e ra tin g  e x e c u tiv e , assumes reaso n ab le  r e s p o n s ib i l i ty  fo r  
ex ecu tiv e  d u t ie s .
I n te r p r e ta t io n : The mean sco re  o f  4 .7 3  in d ic a te d  th a t  the
ju ro r s  s tro n g ly  agreed  w ith  o r c o n sid e red  th e  id ea  o f m ajor im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  resp o n ses  o f th e  ju r o r s .
2 . S ta tem en t: The te a c h e rs  o f  management should  su p e rv ise  
th e  s tu d e n t and work w ith  th e  co o p e ra tin g  e x e c u tiv e  to  p rov ide  an 
in d iv id u a liz e d  s tu d e n t ex p e rie n c e .
I n te r p r e t a t i o n : The mean sco re  o f  4 .2 7  in d ic a te d  th a t  the 
ju ro r s  s tro n g ly  ag reed  w ith  o r  co n s id e red  th e  id ea  o f  m ajor im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  resp o n ses  o f  th e  ju r o r s .
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3. S ta tem en t: The p rac ticu m  should  be accompanied by a
sem inar o r an in d iv id u a l co n ference  w ith  th e  c o lle g e  su p e rv iso r  to  
d isc u s s  problem s.
I n te r p r e t a t i o n : The mean sco re  o f  4 .45  in d ic a te d  th a t  the  
ju ro r s  s tro n g ly  ag reed  w ith  o r co n sid e red  th e  id e a  o f m ajor Im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  responses o f th e  ju r o r s .
4 . S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be
re q u ire d  to  have a p rac ticum  which in c lu d es  o b se rv a tio n  in  each o f  the  
fo llo w in g :
a . A d m in is tra tiv e  management
b . P ersonnel management
c . P roduction  management
I n te r p r e t a t i o n :
Mean Item
4 .64  A d m in is tra tiv e  management
4 .6 4  , P ersonnel management
4 .36  P ro d u c tio n  management
Mean sco res  on resp o n ses  o f the  th re e  item s in d ic a te d  th a t  the  
ju ro r s  s tro n g ly  ag reed  w ith  o r co n s id e red  o b s e rv a tio n a l ex p erien ces  of 
m ajor im portance.
D is p o s i t io n : The th re e  item s were r e ta in e d  a f t e r
c o n s id e ra tio n  o f the  resp o n ses o f the  ju r o r s .
5. S ta tem en t: A d m in is tra tiv e  management s tu d e n ts  should  be
re q u ire d  to  com plete a p rac ticum  in  th e  fo llo w in g :
a . A d m in is tra tiv e  management
b . P ersonnel management
c .  P roduction  management
39
I n te r p r e ta t io n :
Mean Item
4.45 A d m in is tra tiv e  management
3.82 P ersonnel management
3.36 P roduction  management
Mean sco res  on resp o n ses  o f the item s rev e a le d : S trong
agreem ent w ith  item  a ; agreem ent w ith  item  b ; and no d e c is io n  w ith  
item  c .
management and p e rso n n e l management were r e ta in e d  a f t e r  c o n s id e ra tio n  
o f th e  resp o n ses  o f th e  ju r o r s .
The p rac ticu m  req u irem en t in  p ro d u c tio n  management was 
dropped a f t e r  c o n s id e ra t io n  o f thei responses o f th e  ju r o r s .
6 . S ta tem en t: The p rac ticu m  should  be scheduled  a f t e r  th e  
th eo ry  cou rses and d u rin g  th e  l a s t  sem ester o f  th e  un d erg rad u ate  
program.
I n te r p r e t a t i o n : The mean sco re  o f 4 .27  in d ic a te d  th a t  the
ju ro r s  s tro n g ly  ag reed  w ith  o r co n s id e red  th e  id ea  o f  m ajor im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  responses o f  th e  ju r o r s .
7. S ta tem en t: The p rac ticu m  should  be scheduled  w ith  th eo ry  
co u rses  b e fo re  th e  f i n a l  sem este r .
I n te r p r e t a t i o n : The mean sc o re  o f 2 .73  in d ic a te d  th a t  th e  
ju ro r s  were undecided  abou t agreem ent o r  im portance o f  th e  item .
D is p o s i t io n : The item  was dropped a f t e r  c o n s id e ra tio n  of
th e  responses o f th e  ju r o r s .
8 . S ta tem en t: The u n iv e r s i ty  should  m a in ta in  a su p e rv iso ry  
c o n su ltin g  r o le  d u rin g  th e  s tu d e n t 's  f i r s t  y ea r o f  work.
D is p o s i t io n : The p rac ticu m  requ irem en ts  in  a d m in is tra t iv e
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I n te r p r e ta t io n : The mean sco re  o f  3 .6 4  in d ic a te d  th a t the
ju ro r s  ag reed  w ith  o r  co n s id e red  th e  id ea  o f m oderate im portance.
D is p o s i t io n : The item  was re ta in e d  a f t e r  c o n s id e ra tio n  of
th e  re sp o n ses  o f th e  ju r o r s .
9. S ta tem e n t: Such a  r e la t io n s h ip  (No. 8 , above) would be a 
s e rv ic e  to  th e  s tu d e n t  and to  th e  b u s in e s s .
I n te r p r e t a t i o n : The mean sco re  o f  3.73 in d ic a te d  th a t  the
ju ro r s  ag reed  w ith  o r co n s id e red  the  id e a  o f m oderate im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  of
th e  responses o f th e  ju r o r s .
10. S ta tem e n t: Such a r e la t io n s h ip  (No. 8 , above) would be a 
means o f e v a lu a tin g  th e  a d m in is tra t iv e  management program and p rov ide  
feedback  fo r  cu rricu lu m  p lan n in g  and r e v is io n .
I n te r p r e t a t i o n : The mean sco re  o f 4 .2 7  in d ic a te d  th a t  th e
ju ro r s  s tro n g ly  agreed  w ith  o r  co n sid e red  th e  id ea  o f m ajor im portance.
D is p o s i t io n : The item  was r e ta in e d  a f t e r  c o n s id e ra tio n  o f
th e  resp o n ses  o f th e  ju r o r s .
GENERAL INFORMATION
Four s e c t io n s  were added to  th e  r e s t r u c tu r e d  in s tru m e n t.
S e c tio n  I  was designed  to  o b ta in  g en e ra l in fo rm atio n  from th e  b u s in e ss
o rg a n iz a t io n , and th e  e d u c a tio n a l background and m anageria l environm ent 
o f  th e  re sp o n d en t. I t  was w r i t te n  as fo llo w s:
1. Name o f b u s in e ss  o rg a n iz a tio n : _____________________________
2. A d d r e s s : __________________________________________ ___________
3 . T o ta l number o f em ployees:
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4 . Number o f people you su p e rv ise :
______  Employees _______ S u p erv iso rs
______  O thers ( sp e c ify )  ______________________
5. N ature o f th e  b u s in e ss  e n te r p r is e :
______  F in a n c ia l  ______  S a les
_______M anufacturing   S e rv ice
______  O ther ( sp e c ify )  _____________ _____
6 . Area o f  s p e c ia l iz a t io n  in  c o lle g e :
______  A ccounting ______ M arketing
______  Economics ______ _ O ffic e  A d m in is tra tio n
______  Managemen t
______  O ther ( sp e c ify )  _______________ ___________________
S ec tio n  I I I  was designed  to  s o l i c i t  answers to  s ta tem en ts  
concern ing  t r a in in g  p re fe re n c e s  o f  the resp o n d en ts  in  t h e i r  p re se n t 
p o s i t io n .  The fo llo w in g  s ta tem e n ts  w ere in c lu d ed :
1. In d ic a te  th re e  co u rses  in  b u s in e ss  a d m in is tra tio n  th a t  you 
c o n s id e r  to  be o f most v a lu e  to  you in  your p re se n t p o s i t io n .
2 . In d ic a te  co u rses  in  b u s in e ss  a d m in is tra t io n  th a t  you d id  
n o t tak e  th a t  you would c o n s id e r  h e lp fu l  in  your p re se n t p o s i t io n .  
(L is t th r e e .)
3. In d ic a te  co u rses  in  g e n e ra l ed u ca tio n  (co u rses  o u ts id e  the  
f i e ld  o f b u s in e ss  a d m in is tra tio n )  th a t  you f e e l  would be h e lp fu l  to  a 
p o te n t ia l  a d m in is tra t iv e  o f f ic e  manager. (L is t th re e  in  o rd e r  o f 
im p o rtan ce .)
S e c tio n  IV was designed  to  s o l i c i t  answ ers to  s ta tem en ts  
concern ing  tre n d s  in  a d m in is tr a t iv e  management. The fo llo w in g  s t a t e ­
ments were subm itted :
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1. L i s t  problem s o r is s u e s  which should  have f i r s t  p r io r i t y  
in  re se a rc h  s tu d ie s  in  a d m in is tr a t iv e  management.
2 . What do you see  as  th e  m ajor tre n d  th a t  w i l l  a f f e c t  the  
a d m in is tr a t iv e  m anager's  work in  th e  fu tu re ?
S ec tio n  V was in c lu d ed  to  p ro v id e  the  responden t w ith  the 
o p p o rtu n ity  f o r  a d d i t io n a l  comments. Space was provided  fo r  the 
s ig n a tu re  and th e  t i t l e  h e ld  by each re sp o n d en t.
The o p in io n a ire ,  as  s e n t  to  th e  j u r o r s ,  th e  q u e s tio n n a ire , 
and th e  cover l e t t e r s  which accompanied each in stru m en t a re  inc luded  
in  th e  A ppendices.
The l i s t  o f  th e  names o f  th e  ju ro r s  and the  b u s in ess  
o rg a n iz a tio n s  which p a r t ic ip a te d  in  th e  s tu d y  a re  reco rded  in  the  
A ppendices.
SUMMARY
The resp o n ses  o f  th e  ju ro r s  to  th e  item s o f the  o p in io n a ire  
re v e a le d : S e v e n ty -s ix  item s were r e ta in e d ;  n in e tee n  item s were
dropped; and two item s were r e w r i t te n .  A summary o f th i s  c h a p te r  in  
ta b u la r  form i s  su p p lie d  in  Table 1.
Table 1
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ANALYSIS OF JURY RESPONSES TO ITEMS 
OF THE OPINIONAIRE
Item
Number Mean I n te r p r e ta t io n D isp o s itio n
S e c tio n  I
1 4 .42 S tro n g ly  agreed R etained
2 4 .17 Agreed R etained
3 4 .50 S tro n g ly  agreed R etained
4 3.92 Agreed R etained
5 4 .00 Agreed R etained
6 3.67 Agreed R etained
7 3.64 Agreed R etained
8a 5.00 S tro n g ly  agreed R etained
8b 2.83 Undecided Dropped
8c 3.17 Undecided Dropped
8d 4 .33 S tro n g ly  agreed R etained
8e 4 .25 Agreed R etained
8 f 3.33 Undecided Dropped
8g (1) 3 .50 Undecided Dropped
8g (2) 2.92 Undecided Dropped
8g (3) 3.75 Agreed R etained
8g (4) 3.58 Agreed R etained
8g (5) 4 .17 Agreed R etained
8g (6) 4 .50 S tro n g ly  agreed R etained
8g (7) 4 .75 S tro n g ly  ag reed R etained
8h (1) 3 .08 Undecided Dropped
8h (2) 2 .50 Undecided Dropped
8h (3) 4 .17 Agreed R etained
81 (1) 3.17 Undecided Dropped
81 (2) 3.17 Undecided Dropped
8j 4 .92 S tro n g ly  agreed R etained
S ec tio n  I I
1 4 .33 S tro n g ly  ag reed R etained
2 3.92 Agreed R etained
3 4 .33 S tro n g ly  agreed R etained
4 3.58 Agreed R ew ritten
5 4.25 Agreed R etained
6 4.75 S tro n g ly  agreed R etained
7 4 .9 2 S tro n g ly  agreed R etained
8 4 .67 S tro n g ly  agreed R etained
S ec tio n  I I I
la 4 .83 S tro n g ly  agreed R etained
lb 4 .83 S tro n g ly  agreed R etained
lc 4 .0 0 Agreed R etained
Id 4 .25 Agreed R etained
le 4 .83 S tro n g ly  agreed R etained
I f 4 .75 S tro n g ly  agreed R etained
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Table 1 -Continued
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Item
Number Mean In te r p r e ta t io n  D isp o s it io n
S ec tio n  I I I  (C ontinued) 
lg  4 .75  S tro n g ly  agreed  R etained
lh  4 .67  S tro n g ly  ag reed  R etained
11 3 .50  Undecided Dropped
l j  4 .42  S tro n g ly  agreed  R etained
lk  2 .92  Undecided Dropped
11 4 .08  Agreed R eta ined
lm 2 .50  Undecided Dropped
In 3 .25 Undecided Dropped
2a 4 .75  S tro n g ly  agreed  R etained
2b 4 .73  S tro n g ly  ag reed  R etained
2c 4 .22  Agreed R etained
2d 4 .25  Agreed R etained
2e 4 .25  Agreed R etained
2f 4 .58  S tro n g ly  agreed  R etained
2g 4 .75  S tro n g ly  agreed  R etained
2h 4 .17  Agreed R eta ined
2 i 4 .33  S tro n g ly  ag reed  R etained
2j 4 .75  S tro n g ly  agreed  R etained
2k 4 .67  S tro n g ly  agreed  R etained
3a 4 .2 5  Agreed R eta ined
3b 2 .42  D isagreed  Dropped
3c 2 .50  Undecided Dropped
3d 4 .67  S tro n g ly  agreed  R etained
3e 2 .67  Undecided Dropped
4a 4 .75  S tro n g ly  agreed  R etained
4b 4 .42  S tro n g ly  agreed  R etained
4c 4 .75  S tro n g ly  agreed  R etained
4d 4 .67  S tro n g ly  agreed  R eta ined
4e 4 .75  S tro n g ly  agreed  R etained
4 f  4 .5 0  S tro n g ly  agreed  R etained
4g 4 .7 5  S tro n g ly  agreed  R eta ined
4h 4 .67  S tro n g ly  agreed  R eta ined
5 4 .92  S tro n g ly  ag reed  R etained
6 3 .33 Undecided Dropped
7 4 .42  S tro n g ly  agreed  R etained
8 4 .33  S tro n g ly  agreed  R etained
9 3 .75  Agreed R eta ined
10 4 .33  S tro n g ly  agreed  R eta ined
11 4 .0 0  Agreed R eta ined
12 4 .30  S tro n g ly  agreed  R ew ritten
13 4 .5 8  S tro n g ly  agreed  R eta ined
14 4 .9 2  S tro n g ly  agreed  R eta ined

















Mean I n te r p r e ta t io n  D isp o s itio n
4 .73 S tro n g ly  agreed R etained
4 .2 7 S tro n g ly  agreed R etained
4 .45 S tro n g ly  agreed R etained
4 .6 4 S tro n g ly  ag reed R etained
4 .64 S tro n g ly  agreed R etained
4 .36 S tro n g ly  agreed R etained
4 .45 S tro n g ly  agreed R etained
3.82 Agreed R etained
3.36 Undecided Dropped
4 .27 S tro n g ly  ag reed R etained
2.73 Undecided Dropped
3 .64 Agreed R etained
3.73 Agreed R etained
4 .27 S tro n g ly  agreed R etained
9Chapter 5
APPLICATION OF EVALUATIVE INSTRUMENT TO 
SELECTED AMS MEMBERS
The developm ent o£ th e  In strum en t used and th e  s e le c t io n  of 
th e  p o p u la tio n  surveyed were d iscu ssed  In  C hapter 3. The d a ta  
c o l le c te d  were p re se n te d  in  ta b u la r  form s.
Hie s e le c te d  p o p u la tio n  in c lu d ed  193 members re p re s e n tin g  th re e  
r e g io n a l AMS c h a p te rs  o f Area Ten. Responses were rec e iv e d  from 113 
members, re p re s e n tin g  a r e tu rn  o f 58.3 p e rc e n t. Hie d a ta  p re sen te d  in  
Table 2 p rov ided  d e s c r ip t iv e  in fo rm atio n  about th e  number and p e rc e n t 
o f  members p a r t ic ip a t in g  in  th e  s tu d y . Of th e  113 re tu rn e d  q u e s tio n ­
n a i r e s ,  101 w ere u s a b le . The u sa b le  resp o n ses  were d iv id ed  in to
Table 2
AMS Members P a r t ic ip a t in g  in  th e  Study o f 
A d m in is tra tiv e  O ffic e  Management Programs 
A ccording to  th e  S ize  o f B usiness
S ize  o f 
B usiness
Number
R eporting P ercen t
0 - 50 26 25.7
51 - 500 32 31.7
501 - 2 ,000 21 20.8
Above 2,000 22 21.8
T o ta ls 101 100.0
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q u a r t i l e  groups acco rd in g  to  s iz e  o f  th e  b u s in e sse s  in  which resp o n d en ts
i
were employed. In  s iz e ,  b u s in e sse s  in  which responden ts  were employed 
ranged from two employees to  th re e  m il l io n  em ployees, w ith  f iv e  hundred 
re p re s e n tin g  the  approxim ate median s iz e .
The scope o f  su p e rv iso ry  r e s p o n s ib i l i ty  o f  responden ts  i s  
in d ic a te d  in  Table 3 . Of th e  101 re sp o n se s , s ix  d id  n o t supply  
in fo rm a tio n  concern ing  su p e rv iso ry  r e s p o n s ib i l i ty .  Ihe rem ain ing  95 
r e p l ie s  were analyzed  in  accordance w ith  su p e rv iso ry  r e s p o n s ib i l i ty  o f 
re sp o n d en ts . S u p erv iso ry  r e s p o n s ib i l i ty  o f  resp o n d en ts  re p re s e n tin g
Table 3
Scope o f S uperv iso ry  R e s p o n s ib il i ty  
o f AMS Members A ccording to  the  
S ize  o f B usiness






0 - 50 23 371 16.1
51 - 500 32 1,482 46 .3
501 - 2,000 20 523 26.2
Above 2,000 20 1,733 . 86 .7
T o ta ls 95 4,109
b u s in ess  e n te r p r is e s  o f more than  2,000 employees averaged 86 .7  p e rso n s , 
w h ile  su p e rv iso ry  r e s p o n s ib i l i ty  o f resp o n d en ts  from b u s in e sse s  o f  50 
o r  le s s  averaged  16.1 p e rso n s . P a r t ic ip a n ts  in d ic a te d  th a t  th e  scope 
o f t h e i r  su p e rv iso ry  d u tie s  went beyond r e s p o n s ib i l i ty  fo r  r e g u la r ly  
employed p e rso n n e l to  in c lu d e  a  v a r ie ty  o f o th e r  types o f s p e c ia l iz e d  
p e rso n n e l. Among o th e r  types o f  p e rso n n e l added by the  resp o n d en ts
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w ere tem porary em ployees, c o n tr a c t  em ployees, p ro fe s s io n a l  a d v iso rs , 
system s team s, and V oca tio n a l O ffic e  E ducation  s tu d e n ts .
A study  o f th e  d a ta  in  Table 4 re v e a le d  th e  n a tu re  o f the  
b u s in e ss  e n te r p r i s e s  acco rd in g  to  th e  s iz e .  B usinesses were c a te g o r­
ized  by type as f in a n c ia l ,  m an u fac tu rin g , s a le s ,  and s e rv ic e .  Responses 
o f p a r t ic ip a n ts  in d ic a te d  a  w ide spectrum  of b u s in e ss  d iv e r s i f ic a t io n  
w ith  m u ltip le  answ ers be ing  g iven  by s e v e ra l .  For th i s  re a so n , ano ther 
c a te g o ry , d iv e r s i f i e d ,  was in c lu d ed  in  Table 4 . An o p p o rtu n ity  was 
in c lu d ed  in  th e  in s tru m en t fo r  adding o th e r  types o f b u s in e ss  e n te r ­
p r i s e s .  The la r g e s t  s in g le  group o f such b u s in e sse s  (12) re p o rte d  was 
l i s t e d  by resp o n d en ts  as  p u b lic  u t i l i t i e s .  O ther types o f b u s in ess  
e n te r p r is e s  re p o r te d  two o r  more tim es were c o n s tru c tio n  and 
en g in ee rin g  f irm s , and in su ran ce  com panies.
Data shown in  Table 5 in d ic a te d  th a t  th e  a re a s  o f academic 
s p e c ia l iz a t io n  o f  th e  resp o n d en ts  in c lu d ed  acco u n tin g , econom ics, 
management, m ark e tin g , and o f f i c e  a d m in is tra t io n . With r e s p e c t  to  
f i e ld s  o f  academic s p e c ia l iz a t io n ,  th e  responses o f th e  p a r t ic ip a n ts  
re v e a le d  a p l u r a l i t y  o f  combined a re a s  over any s in g le  academic a re a .
The academic a re a  o f c o l le g e  s p e c ia l iz a t io n  most f re q u e n tly  re p o rte d  
by the  responden ts  was acco u n tin g . An o p p o rtu n ity  was in c lu d ed  in  the  
in s tru m en t fo r  adding o th e r  a re a s  o f  s p e c ia l iz a t io n .  T h irty -sev en  
members in d ic a te d  th a t  th ey  s p e c ia l iz e d  in  an a re a  n o t l i s t e d  in  th e  
in s tru m e n t. Nine o f  th e  re sp o n d en ts  re p o rte d  th a t  they  s p e c ia l iz e d  
in  en g in e e rin g . O ther a re a s  o f s p e c ia l iz a t io n  l i s t e d  more than once 
were psychology , law , E n g lish , m athem atics, speech , and ed u ca tio n .
Three resp o n d en ts  re p o r te d  th a t  they  had n o t a tten d e d  c o lle g e .
Table 4
N ature and S ize o£ B usiness E n te rp r ise s  
R epresented by AMS Respondents
S ize  o f 
Business F in a n c ia l M anufacturing S ales S erv ice D iv e rs if ie d Other
0 - 50 0 2 3 6 7 5
51 - 500 10 6 1 5 5 6
501 - 2,000 2 2 1 3 8 3
Above 2,000 0 2 0 3 7 14
T o ta ls 12 12 5 17 27 28
Table 5
Area o f S p e c ia liz a tio n  in  C ollege o f 
P a r t ic ip a t in g  AMS Members According to  
the  S ize  o f  B usiness
S ize  o f 
B usiness Accounting Economics Management M arketing
O ffice
A d m in istra tion Other
0 - 50 2 0 7 4 3 11
51 - 500 18 4 8 3 3 8
501 - 2,000 6 5 11 3 6 9
Above 2,000 12 4 4 1 1 9
T o ta ls* 38 13 30 11 13 37
*39 in d iv id u a ls  in d ic a te d  more than one a rea  o f  s p e c ia l iz a t io n .
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A study  o f th e  d a ta  p re se n te d  in  Tables 6 , 7, 8 , and 9 
re v e a led  th e  e x te n t to  which s e le c te d  members o f the A d m in is tra tiv e  
Management S o c ie ty  in d ic a te d  th a t  the  v a l id a te d  c r i t e r i a  item s a re  
n ecessa ry  in  programs fo r  ed u ca tin g  p o te n t ia l  a d m in is tra tiv e  o f f ic e  
m anagers. The in fo rm atio n  was p re se n te d  in  ta b u la r  form accord ing  to  
th e  number and p e rc e n t o f  responses o f the resp o n d en ts . The e v a lu a tiv e  
c r i t e r i a  item s f o r  th e  program were d iv id ed  in to  fo u r p a r t s :  G eneral
e d u c a tio n a l item s (Table 6 ) ,  hu m an istic  and b e h a v io ra l s tu d ie s  item s 
(Table 7 ) , le a rn in g  th eo ry  and c l i n i c a l  ex p erien ce  item s (Table 8 ) ,
and p rac ticu m  item s (Table 9 ) .
The d a ta  p re se n ted  in  Table 6 in d ic a te d  17 v a l id a te d  g en e ra l 
e d u c a tio n a l item s. The p e rc e n t o f resp o n ses o f p a r t ic ip a n ts  in d ic a te d  
f iv e  g e n e ra l e d u c a tio n a l item s in  th e  upper q u a r t i l e  and fo u r item s in
th e  upper-m iddle q u a r t i l e .  Seven item s were re p o rte d  in  th e  low er-
m iddle q u a r t i l e ,  and on ly  one item  was reco rded  in  th e  lower q u a r t i l e .  
"W rite - in "  addenda in c lu d ed  th e  fo llo w in g  a re a s  o f g en era l e d u c a tio n a l 
req u irem en ts : P h y s ic s , r e l ig io n ,  s t a t i s t i c s ,  and government. N inety-
n in e , r e p re s e n tin g  98 .0  p e rc e n t o f  th e  t o t a l ,  f e l t  th a t  E n g lish  as a 
g en e ra l e d u c a tio n a l requ irem en t was n e ce ssa ry  in  programs fo r  ed u ca tin g  
p o te n t ia l  a d m in is tr a t iv e  o f f ic e  m anagers. N in e ty -f iv e  members, o r  94.1 
p e rc en t o f th e  re sp o n d en ts , re p o r te d  th a t  speech was n ecessa ry  in  such 
program s; 87, o r  86 .1  p e rc e n t,  f e l t  th a t  m athem atics was n ecessa ry ;
85 resp o n d en ts , o r  84 .2  p e rc e n t,  re p o rte d  th a t  psychology was a 
n e c e s s i ty ;  and 78, o r  77.2 p e rc e n t o f th e  re sp o n d en ts , in d ic a te d  th a t  
lo g ic  was n e c e ssa ry  in  such program s.
Data shown in  Table 7 in d ic a te d  e ig h t  v a l id a te d  hum an istic  and 
b e h a v io ra l s tu d ie s  item s. The p e rc e n t o f  resp o n ses  o f AMS p a r t ic ip a n ts
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re v e a le d  s ix  item s in  th e  upper q u a r t i l e  and one item  in  the upper- 
m iddle q u a r t i l e .  Only one item  was re p o rte d  in  th e  low er-m iddle 
q u a r t i l e  by th e  re sp o n d en ts , and n o t one was re p o rte d  in  the lower
Table 6
Composite R atings o f G eneral E d u ca tio n a l Item s 
o f E v a lu a tiv e  C r i t e r i a  f o r  A d m in is tra tiv e  
O ffice  Management Programs
Item s
Number
Responding P ercen t
B roadly  and l i b e r a l l y  educated  person 75 74.3
R e s p o n s ib i l i ty  o f th e  Department o f Management 49 48 .5
I n te r d i s c ip l in a r y  program 40 39.6
In d iv id u a liz e d  programs 31 30.7
Secondary a re a  o f academic c o n c e n tra tio n 74 73.3
I n i t i a l  assessm ent 57 56.4
In d iv id u a liz e d  programs (Item  6 , above) 42 41.6
A reas o f G eneral E d u ca tio n a l Requirem ents:
E n g lish 99 98.0
M athematics 87 86 .1
Logic 78 77.2
B ehav io ra l and S o c ia l S c ience:
American h is to r y 36 35.6
World h is to r y 24 23.8
P o l i t i c a l  sc ie n ce 45 44.6
Socio logy 58 57.4
Psychology 85 84.2
H um anities:
P hilosophy 37 36.6
Fundam entals of speech 95 94.1
q u a r t i l e .  E ig h ty -n in e  p e rso n s , re p re s e n tin g  88 .1  p e rc e n t o f  the 
re sp o n d en ts , f e l t  th a t  a d m in is tra t iv e  management s tu d e n ts  should  be 
re q u ire d  to  s tu d y  c u r re n t  problems in  t h i s  a re a .  S ev en ty -e ig h t members, 
o r  77.2 p e rc e n t o f  th e  re sp o n d en ts , re p o rte d  th a t  each o f th e  fo llo w in g  
item s was n ecessa ry  in  a d m in is tra t iv e  management program s: acq u a in tan ce
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w ith  th e  to o ls  o f re se a rc h ; p a r t ic ip a t io n  in  programs o f s im u la tio n , 
e . g . ,  case  s tu d ie s ;  and acq u a in tan ce  w ith  governm ental l i t e r a t u r e  and 
governm ental r e g u la t io n s .  Seventy-seven in d iv id u a ls ,  o r 76.2 p e rc e n t,
Table 7
Composite R atings o f  H um anistic and B ehav io ra l S tu d ies  
Item s of E v a lu a tiv e  C r i t e r i a  fo r  A d m in is tra tiv e  
O ffic e  Management Programs
Item s
Number
Responding P ercen t
P erso n a l s o c ia l  ph ilosophy 50 49 .5
H is to ry  o f  a d m in is tra tiv e  management 57 56.4
Tools o f re se a rc h 78 77.2
Governmental l i t e r a t u r e  and re g u la t io n s 78 77.2
Role o f management a s s o c ia t io n s 77 76.2
C urren t problems in  a d m in is tra tiv e  management 89 88.1
A d m in is tra tio n  o f top  management 77 76.2
Program of s im u la tio n 78 77.2
f e l t  th a t  such programs should  in c lu d e  each o f th e  fo llo w in g  item s: 
s tudy  o f th e  o rg a n iz a tio n  and th e  a d m in is tra tio n  o f top  management; and 
f a m i l i a r i ty  w ith  th e  r o le  o f management a s s o c ia t io n s .
In  Table 8 were in d ic a te d  41 v a l id a te d  item s o f  le a rn in g  th eo ry  
and c l i n i c a l  ex p e rien ce . The p e rc e n t o f  responses from p a r t ic ip a t in g  
AMS members d is c lo s e d  18 item s in  th e  upper q u a r t i l e  and 18 item s in  the  
upper-m iddle q u a r t i l e .  Four item s were re p o rte d  in  th e  low er-m iddle 
q u a r t i l e  by the  re sp o n d en ts , and on ly  one was reco rded  in  the  lower 
q u a r t i l e .  Four o p p o r tu n it ie s  were in c lu d ed  fo r  resp o n d en ts  to  w r i te  
a d d i t io n a l  e d u c a tio n a l needs in  le a rn in g  th eo ry  and c l i n i c a l  ex p erien ce  
item s; nam ely, as p a r ts  o f  b a s ic  b u s in e ss  t r a in in g  a re a s ,  s p e c ia l iz e d  
management a r e a s ,  a d m in is tra t iv e  management program  e lem en ts , and 
a d m in is tra t iv e  management c l i n i c a l  o r  case  s tudy  e x p e r ie n c e s . "W rite - in "
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Table 8
Composite R atings o f L earn ing  Theory and C lin ic a l  
E xperience Item s o f E v a lu a tiv e  C r i t e r i a  fo r  
A d m in is tra tiv e  O ffic e  Management Programs
Item s
Number
Responding P ercen t
B asic B usiness T ra in in g  A reas:
A ccounting 96 95.0
B usiness communication 94 93.1
B usiness law 77 76.2
B usiness machines 60 59.4
B usiness s t a t i s t i c s 75 74.3
Computer sc ien ce 71 70.3
Economics 73 72.3
Finance 76 75.2
M arketing 53 52.5
Records a d m in is tra t io n 78 77.2
S p e c ia liz e d  Management A reas:
Fundam entals o f  management 90 89.1
A d m in is tra tiv e  p r a c t ic e s 78 77.2
F ac to rs  and c o n tro l 31 30.7
M anagerial economics 47 46 .5
M anagerial accoun ting 69 68.3
P ersonnel management 94 93.1
Human r e la t io n s  in  b u s in e ss 76 75.2
P ro d u c tio n  management 35 34.7
Labor management 58 57.4
In fo rm ation  system s 60 59.4
A d m in is tra tiv e  a n a ly s is  and p o lic y 66 65.3
A d m in is tra tiv e  Management Program E lem ents:
S o c ia l problem s 22 21.8
B usiness and community r e la t io n s h ip s 76 75.2
A d m in is tra tiv e  Management C l in ic a l  o r Case Study 
E xperiences:
F unctions o f top management 67 66.3
"R isk11 and i t s  p la c e  in  top management 
D iv id ing  a  f i r m 's  work
44 43.6
73 72.3
S tandards fo r  m easuring perform ance 77 76.2
M otivation 73 72.3
D eleg a tio n  o f a u th o r i ty 90 89.1
Acceptance o f r e s p o n s ib i l i ty 76 75.2
D e s ira b le  em ployer-em ployee r e la t io n s h ip 80 79.2
D ecision  making fo r  case  s tu d ie s 79 78.2
A v a i la b i l i ty  o f  co u n se lin g  and a d v is in g  s e rv ic e s 79 78.2
O pportun ity  f o r  c l i n i c a l  o r  case  s tu d y 73 72.3
Open access  in to  programs 64 63.4




Responding P ercen t
Courses e le c te d  by s tu d e n ts  in  o th e r  programs 70 69 .3
Courses a v a i la b le  to p a ra -p ro fe s s io n a ls 71 70.3
M easurable o b je c tiv e s 60 59.4
Employment o p p o r tu n it ie s 80 79.2
Changing b u s in e ss  p r a c t ic e s 84 83.2
A nalysis  o f  d u tie s  o f businessm en 70 69 .3
addenda item s l i s t e d  fo r  b a s ic  b u s in e ss  t r a in in g  a re a s  w ere: B udgeting ,
s a le s  a d m in is tra t io n , lab o r  r e l a t io n s ,  in su ra n c e , re p ro d u c tio n  p ro c e ss ­
in g , in v estm en ts , and a u d i t in g .  The fo llo w in g  s p e c ia l iz e d  a d m in is tra ­
t iv e  management a re a s  were l i s t e d :  O rg a n iz a tio n a l s t r u c tu r e ,  job
e v a lu a tio n , p u b lic  r e l a t io n s ,  p rocedure  and r e p o r t  w r i t in g ,  and wage/ 
s a la ry  a d m in is tra t io n . A d m in is tra tiv e  management program elem ents added 
w ere: L ead ersh ip , r e la t io n s h ip  o f c iv ic  c lu b s  to  w e lfa re  o f community,
and governm ental and le g a l  r e g u la t io n s .  ,,W rite - in n addenda item s fo r  
c l i n i c a l  o r  case  s tudy  ex p erien ces  in c lu d ed  d e c is io n  m aking, accep tance  
o f a u th o r i ty ,  im plem entation  o f new management system s, d es ig n in g  o f 
form s, and labor/m anagem ent r e la t io n s h ip s .
N in e ty -s ix  members, r e p re s e n tin g  95 .0  p e rc e n t o f th e  re sp o n d en ts , 
f e l t  th a t  programs fo r  ed u ca tin g  p o te n t ia l  a d m in is tra t iv e  o f f ic e  managers 
should  in c lu d e  accoun ting  as  a b a s ic  b u s in e ss  t r a in in g  a re a .  N inety- 
fo u r , o r 93 .1  p e rc e n t o f the  resp o n d en ts  re p o r te d  th a t  b u s in e ss  
communication was n ecessa ry  in  such program s. O ther b a s ic  b u s in e ss  
a re a s  re p o rte d  to  be needed by 75 p e rc e n t,  o r  m ore, o f  th e  resp o n d en ts  
were th e  fo llo w in g : Records a d m in is tra tio n  (77 .2  p e r c e n t) ,  b u s in e ss
law (76.2  p e rc e n t) ,  and fin a n c e  (75 .2  p e rc e n t) .  N in e ty -fo u r p e rso n s ,
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r e p re s e n tin g  93.1 p e rc e n t o f  th e  re sp o n d e n ts , f e l t  th a t  p ersonnel 
management as a s p e c ia l iz e d  a re a  was n ecessa ry  in  such program s. Other 
s p e c ia l iz e d  a re a s  in d ic a te d  as  b e in g  n ecessa ry  in  programs by 75 p e rc e n t,  
o r  more, o f the  responden ts  were th e  fo llo w in g : Fundam entals o f
management (89 .1  p e rc e n t) ,  a d m in is tra t iv e  p r a c t ic e s  (77 .2  p e rc e n t) ,  and 
human r e la t io n s  in  b u s in e ss  (75 .2  p e rc e n t) .
S ev en ty -s ix  re sp o n d en ts , o r  75.2 p e rc e n t o f  the  t o t a l ,  f e l t  th a t  
s tu d e n ts  p re p a rin g  fo r  a d m in is tra t iv e  management p o s it io n s  should  in c lu d e  
a study  o f  b u s in e ss  and community r e la t io n s h ip s  as an elem ent in  th e i r  
program. N inety  in d iv id u a ls ,  o r  89 .1  p e rc e n t o f  th e  t o t a l ,  f e l t  th a t  
c ln ic a l  o r case  s tu d y  ex p erien ces  should  in c lu d e  "d e le g a tio n  o f  a u th o r i ty "  
as an ex p e rien ce . O ther to p ic s  fo r  c l i n i c a l  o r  case  s tu d y  ex p erien ces  
in d ic a te d  as being  d e s ir a b le  by 75 p e rc e n t ,  o r  more, o f  th e  responden ts  
were the  fo llo w in g : D es irab le  em ployer-em ployee r e la t io n s h ip s  (79.2
p e rc e n t) ,  s tan d a rd s  fo r  m easuring perform ance (76 .2  p e rc e n t) ,  and 
accep tance of r e s p o n s ib i l i ty  (75 .2  p e r c e n t) .
E ig h ty -fo u r (83 .2  p e rc e n t)  o f  th e  resp o n d en ts  in d ic a te d  th a t  
program development should  in c lu d e  c o n s id e ra tio n  o f changing b u s in ess  
p r a c t ic e s ;  and 80 p e rso n s , o r  79.2 p e rc e n t ,  f e l t  th a t  program development 
should  in c lu d e  c o n s id e ra tio n  o f  employment o p p o r tu n i t ie s .  S ev en ty -n in e , 
re p re s e n tin g  78.2 p e rc e n t o f  th e  re sp o n d en ts , re p o rte d  th a t  each o f  the  
fo llow ing  s i tu a t io n s  was n e cessa ry  in  a d m in is tr a t iv e  management program s: 
involvem ent o f s tu d e n ts  in  d e c is io n  making fo r  c l i n i c a l  o r  case  study  
e x p e rie n c e s , and p ro v is io n  f o r  s tu d e n ts  to  have co u n se lin g  and a d v is in g  
s e rv ic e s  a v a i la b le  to  them.
The d a ta  p re se n ted  in  Table 9 in d ic a te d  12 v a lid a te d  item s 
concern ing  a p rac ticu m  fo r  a d m in is tra t iv e  o f f i c e  management program s.
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Responses from AMS p a r t ic ip a n ts  p laced  two item s in  th e  upper q u a r t i l e  
and e ig h t  item s in  th e  upper-m idd le  q u a r t i l e .  Only two item s were 
reco rded  in  the  low er-m iddle q u a r t i l e ,  and n o t one item  was re p o rte d  in  
th e  lower q u a r t i l e .
Table 9
Composite R atings o f  P racticum  Item s o f 
E v a lu a tiv e  C r i t e r i a  f o r  A d m in is tra tiv e  
O ffic e  Management Programs
Item s
Number
Responding P ercen t
Requirem ent o f a p rac ticu m 62 61.4
S u p erv is io n  o f s tu d e n t 's  work by te a c h e r 58 57.4
Seminar o r in d iv id u a l co n feren ce 56 55.4
P racticum  in c lu d in g  O bservation :
A d m in is tra tiv e  management 81 80.2
P ersonnel management 80 79.2
P ro d u c tio n  management 41 40.6
Requirem ent o f  a P racticum  in :
A d m in is tra tiv e  management 68 67.3
P ersonnel management 68 67.3
P racticum  scheduled  l a s t  sem ester 60 59.4
S u p erv iso ry  r o le  d u rin g  s tu d e n t 's  f i r s t  y ear
o f work 54 53.5
S erv ice  to  s tu d e n t and to  b u s in e ss  (Item  7, above) 46 45 .5
E v a lu a tio n  o f  program  (Item  7, above) 56 55.4
E igh ty -one re sp o n d en ts , r e p r e s e n t i n g  8 0 . 2  p e r c e n t  
o f  the t o t a l ,  f e l t  th a t  a d m in is tr a t iv e  management s tu d e n ts  should  be 
re q u ire d  to  com plete a  p rac ticu m  which would in c lu d e  o b se rv a tio n  
(u n d e rlin ed  fo r  em phasis as p r in te d  in  th e  q u e s tio n n a ire )  in  adm inis­
t r a t i v e  management; and 80, o r  79.2 p e rc e n t o f  th e  resp o n d en ts , f e l t  
t h a t  s tu d e n ts  should be re q u ire d  to  have a p rac ticu m  which would in c lu d e  
o b se rv a tio n  in  p e rso n n e l management. S ix ty -tw o , o r  61.4 p e rc e n t,  o f the
responden ts  f e l t  th a t  s tu d e n ts  should  be re q u ire d  to  have a p rac ticum  
in  which the  s tu d e n t ,  under th e  su p e rv is io n  o f a  co o p e ra tin g  e x e c u tiv e , 
assumes reaso n ab le  r e s p o n s ib i l i ty  fo r  ex e cu tiv e  d u t ie s .  The e x te n t to  
which responden ts in d ic a te d  th a t  th e  com pletion  o f a p rac ticu m  was 
n ecessa ry  in  an a d m in is tra t iv e  o f f ic e  management program was id e n t ic a l  
(67 .3  p e rc e n t)  in  each o f  the  fo llo w in g  p rac ticu m  a re a s :  A d m in is tra tiv e
management and perso n n e l management.
A s tu d y  o f th e  d a ta  shown in  Table 10 in d ic a te d  th e  frequency  
o f m ention o f co u rses  in  b u s in e ss  a d m in is tra tio n  th a t  p a r t ic ip a t in g  AMS
Table 10
Most V aluable B usiness A d m in is tra tio n  Courses 
as L is te d  by AMS Respondents
Courses Frequency o f  Mention
Accounting 43
P ersonnel Management 35
B usiness Communication 26
Economics 19
Fundamentals o f Management 14
B usiness S t a t i s t i c s 13
B usiness Law 12
Finance 10
M arketing 8
Human R e la tio n s  in  B usiness 8
In fo rm atio n  Systems 4
A d m in is tra tiv e  Management 4
B usiness Psychology 4
O ffice  Management 3
B usiness Machines 3
Computer Science 2
Labor R e la tio n s 2
Insu rance 2
D ecision  Theory 2
O thers (m entioned on ly  once) 14
members co n s id e red  to  be "o f most v a lu e"  in  t h e i r  p re se n t p o s i t io n s .  
The members were asked to  l i s t  th re e  such c o u rse s . F o r ty - th re e
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responden ts  l i s t e d  acco u n tin g  co u rses  as having  been " th e  most v a lu a b le ,"  
35 l i s t e d  p e rso n n e l management c o u rse s , and 26 l i s t e d  b u s in e ss  
communication co u rse s .
D ata p re sen te d  in  Table 11 re v e a le d  th e  frequency  o f m ention of 
b u s in e ss  a d m in is tra t io n  co u rses  no t taken  by th e  re sp o n d en ts , b u t which 
they  f e l t  would be h e lp fu l  in  t h e i r  p re se n t p o s i t io n s .  The members were
Table 11
B usiness A d m in is tra tio n  Courses Not Taken But 
C onsidered H e lp fu l as l i s t e d  by AMS Members
Courses Frequency o f  Mention
Computer Science 32
B usiness Communication 11
B usiness Law 11
Economics 9
P ersonnel Management 9
M arketing 8
Finance 8
A d m in is tra tiv e  P ra c t ic e s 7
Accounting 6
Records A d m in is tra tio n 6
In fo rm atio n  Systems 6
Fundam entals o f Management 4
B usiness S t a t i s t i c s 4
Advanced A ccounting 4
P roduction  Management 3
B usiness Machines 3
O ffic e  Management 3
Human R e la tio n s  in  B usiness 3
Labor R e la tio n s 3
Cost A ccounting 2
Advanced S t a t i s t i c s 2
S a la ry  A d m in is tra tio n 2
F in a n c ia l Management 2
O thers (m entioned on ly  once) 21
asked to  l i s t  th re e  such c o u rse s . H iir ty - tw o  p a r t ic ip a n ts  l is te d , 
com puter sc ie n c e  co u rses  as  an im p o rtan t a re a ,  a lth o u g h  they  had n o t 
taken  work in  t h i s  f i e l d .  Courses in  bo th  b u s in e ss  communication and 
b u s in e ss  law were l i s t e d  by 11 p a r t i c ip a n ts .
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Data shown in  Table 12 in d ic a te d  th e  frequency  o f m ention o f 
g en e ra l e d u c a tio n a l co u rses  th a t  AMS p a r t ic ip a n ts  f e l t  would be h e lp fu l  
to  a p o te n t ia l  a d m in is tr a t iv e  o f f ic e  m anager. Hie members were asked 
to  l i s t  th re e  such c o u rse s . Psychology, E n g lish , and speech ( l i s t e d  in  
descending o rd e r)  were c o n sid e red  by th e  resp o n d en ts  to  be th e  "most 
h e lp f u l"  g en e ra l e d u c a tio n a l co u rses  to  a p o te n t ia l  a d m in is tra t iv e  
o f f ic e  manager.
Table 12
Most H elp fu l G eneral E d u ca tio n a l Courses 
as L is te d  by AMS Respondents
Courses Frequency o f M ention
Psychology 40
E n g lish 35
Speech 29
Socio logy 14
H is to ry 11




E th ic s 3
P. E. /  H ealth 2
E ducation 2
O thers (m entioned on ly  once) 6
Respondents who re p re se n te d  d iv e rse  types o f  b u s in e ss  e n te r p r i s e s ,  
in d ic a te d  many a re a s  in  a d m in is t r a t iv e  o f f ic e  management which need to  
be re se a rc h e d . Problem s, b o th  in t e r n a l  and e x te r n a l ,  which seemed to  be 
in t e r f e r in g  w ith  op tim al o p e ra t io n s ,  and m ajor tre n d s  th a t  would a f f e c t  
th e  work o f th e  a d m in is tr a t iv e  manager in  th e  fu tu re  were id e n t i f i e d  by 
th e  re sp o n d en ts . These f in d in g s  were l i s t e d  and may be found in  
Appendix G.
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Hie summary o f th e  s tu d y  and th e  co n c lu s io n s  drawn a re  p re se n te d  
in  C hapter 6 .
C hapter 6 
SUMMARY AMD CONCLUSIONS
The c u r re n t  s tu d y  was concerned w ith  id e n t i fy in g  the  e d u c a tio n a l 
needs o f  p o te n t ia l  o f f ic e  m anagers. The s tu d y  was designed  to  determ ine 
th e  c r i t e r i a  th a t  e d u ca to rs  b e lie v e d  should  be used to  e v a lu a te  programs 
fo r  t r a in in g  p o te n t ia l  a d m in is tra t iv e  o f f i c e  m anagers, to  determ ine th e  
e x te n t to  which s e le c te d  resp o n d en ts  b e lie v e d  th a t  v a l id a te d  c r i t e r i a  
item s were n e ce ssa ry  in  such program s, and to  draw co n c lu s io n s  which 
would more n e a r ly  in su re  th a t  such programs meet th e  e d u c a tio n a l needs 
o f p o te n t ia l  o f f ic e  m anagers.
An o p in io n a ire  was used  fo r  g a th e r in g  d a ta  fo r  the  s tu d y . 
S ta tem en ts s e le c te d  to  become item s in  th e  o p in io n a ire  were drawn from 
p ro fe s s io n a l  w r i t in g s  in  th e  f i e l d  o f a d m in is tr a t iv e  o f f ic e  management. 
The o p in io n a ire  was v a l id a te d  by su b m ittin g  i t  to  a  ju ry  o f e x p e r ts  in  
a d m in is tra t iv e  management e d u c a tio n . The in s tru m en t was re v is e d  in  
accordance w ith  th e  su g g es tio n s  and e v a lu a tio n s  o f  th e  ju ry ,  and th e  
re v ise d  form (th e  q u e s tio n n a ire )  was used  to  g a th e r  d a ta  from th e  AMS 
members p a r t ic ip a t in g  in  th e  s tu d y .
Respondents f o r  th e  s tu d y  were AMS members from th re e  re g io n a l 
c h a p te rs  o f Area Ten. Q u es tio n n a ire s  were s e n t to  193 members. R eturns 
were re c e iv e d  from 113 members r e p re s e n tin g  th e  New O rlean s , L o u is ian a ; 
Beaumont, Texas; and H ouston, Texas c h a p te r s .
From th e  e v a lu a t iv e  c r i t e r i a ,  78 item s were s e le c te d  w ith  th e
a id  o f th e  ju ry  o f e x p e r ts  and s t r u c tu r e d  in to  a c h e c k l i s t  used to
determ ine the n e c e s s i ty  o f  such item s in  program s fo r  ed u ca tin g  p o te n t ia l
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a d m in is tra tiv e  o f f i c e  m anagers. S ix ty -tw o  item s were r a te d  by a t  l e a s t  
50 p e rc e n t o f  th e  p a r t i c ip a t in g  AMS members as n ec e ssa ry  in  such 
program s.
Hie fo llo w in g  co n c lu s io n s  were drawn from the  r e s u l t s  o f  th i s
s tu d y :
1. C e r ta in  g e n e ra l e d u c a tio n a l a re a s  were r a te d  by a t  l e a s t  
50 p e rc e n t o f  th e  resp o n d en ts  as  n e cessa ry  in  a d m in is tra tiv e  o f f ic e  
management program s. Those a re a s ,  l i s t e d  in  descending o rd e r , were 
E n g lish , speech , m athem atics, psychology, lo g ic ,  and so c io lo g y .
2. A m a jo r i ty  o f th e  hum an istic  and b e h a v io ra l s tu d ie s  item s 
were r a te d  by m ost o f the  resp o n d en ts  as n ecessa ry  in  a d m in is tra tiv e  
o f f ic e  management program s. The la r g e s t  number o f  resp o n d en ts  (88.1 
p e rc e n t)  in d ic a te d  th a t  s tu d e n ts  should  be re q u ire d  to  s tu d y  c u r re n t  
problems in  a d m in is t r a t iv e  management.
3. A ll o f  th e  v a l id a te d  b a s ic  b u s in e ss  t r a in in g  a re a s  were 
ra te d  by a m a jo r i ty  o f  th e  resp o n d en ts  as n ecessa ry  in  a d m in is tra tiv e  
o f f ic e  management program s. Two a re a s  most f re q u e n tly  in d ic a te d  were 
acco u n tin g  (9 5 .0  p e rc e n t)  and b u s in e ss  communication (93 .1  p e rc e n t) .
4 . C e rta in  s p e c ia l iz e d  a re a s  o f  management were r a te d  by most 
o f th e  resp o n d en ts  as n e ce ssa ry  in  a d m in is tra t iv e  management program s. 
Those a r e a s ,  and th e  frequency  o f m ention o f each , were as fo llo w s:
P ercen t
P erso n n el management 93.1
Fundam entals o f  management 89.1
A d m in is tra tiv e  p r a c t ic e s  77.2
Human r e la t io n s  in  b u s in e ss  75.2
M anagerial acco u n tin g  68.3
A d m in is tra tiv e  a n a ly s is  and p o lic y  65.3
In fo rm atio n  system s 59.4
Labor management 57.4
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5. Many o f th e  c l i n i c a l  o r  case  s tu d y  ex p erien ces  were f e l t  to  
be n e ce ssa ry  by a m a jo r ity  o f th e  persons p a r t i c ip a t in g  in  th e  s tu d y . 
"D elegation  o f  a u th o r ity "  was the  most f re q u e n tly  in d ic a te d  ex p e rien ce . 
Of th o se  respond ing , 78.2 p e rc e n t in d ic a te d  th a t  s tu d e n ts  should  be 
invo lved  in  d e c is io n  making fo r  c l i n i c a l  o r case  s tudy  e x p e r ie n c e s , and 
72.3 p e rc e n t f e l t  th a t  s tu d e n ts  should  have o p p o rtu n ity  fo r  such 
ex p erien ces  d u rin g  each academic y e a r .
6. Access in to  a d m in is tra t iv e  management programs should  be 
open to  s tu d e n ts  in  o th e r  programs and to  p a r a -p ro fe s s io n a ls ,  accord ing  
to  a m a jo r ity  o f th e  AMS re sp o n d en ts .
7. C o n sid e ra tio n  o f  employment o p p o r tu n ity , a n a ly s is  o f  d u tie s  
perform ed by businessm en, and c o n s id e ra tio n  o f  changing b u s in e ss  
p r a c t ic e s  w ere re p o rte d  by most o f  the  resp o n d en ts  as n ecessa ry  c r i t e r i a  
f o r  p lan n in g  program developm ents.
8 . A m a jo r ity  o f  th e  resp o n d en ts  (61 .4  p e rc e n t)  f e l t  th a t  a 
p rac ticu m  in  which th e  s tu d e n t ,  under th e  su p e rv is io n  o f a  c o o p e ra tin g  
e x e c u tiv e , assumes reaso n ab le  r e s p o n s ib i l i ty  fo r  ex e cu tiv e  d u tie s  was 
n ecessa ry  in  programs fo r  t r a in in g  a d m in is tra t iv e  o f f ic e  m anagers.
9. A su p e rv iso ry  r o le  du rin g  the  s tu d e n t 's  f i r s t  y ear o f work 
as a  means used  to  e v a lu a te  th e  program and p ro v id e  feedback fo r  
cu rricu lu m  p lan n in g  and r e v is io n  was r a te d  by more than  50 p e rc e n t o f 
th e  resp o n d en ts  as a n e c e s s i ty  in  a d m in is tra t iv e  o f f ic e  management 
program s.
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A p ril 11, 1973
What, in  your o p in io n , a re  th e  e d u c a tio n a l needs o f p o te n t ia l  
a d m in is tra t iv e  o f f ic e  managers? The work o f o f f ic e  m anagers, as you 
know, has changed c o n s id e rab ly  over the p a s t  few y e a rs . This change 
has evolved as  a r e s u l t  o f many fa c to rs  such as governm ental 
r e g u la t io n  of b u s in e s s , au tom ation , system s approach , to  c i t e  only  a 
few.
The enclosed  o p in io n a ire  has been designed  as p a r t  o f  a d o c to ra l s tudy  
a t  L o u is ian a  S ta te  U n iv e rs ity  and your response  to  each item  w i l l  be 
analyzed  w ith  th e  resp o n ses  o f o th e rs  who a ls o  have had su c c e ss fu l 
ex p erien ce  in  t h i s  a re a . These responses w i l l  determ ine th e  i te m 's  
im portance in  th e  s tu d y  o f th e  e d u c a tio n a l needs o f p o te n t ia l  
a d m in is tr a t iv e  o f f ic e  m anagers.
A fte r  com pleting  your re sp o n se s , p le a se  use  th e  p re -a d d re s se d , stamped 
envelope to  r e tu rn  the  o p in io n a ire  to  me. Your c o o p e ra tio n  w i l l  be 
g r e a t ly  a p p re c ia te d .
S in c e re ly ,
Nelda H. Spinks 
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L o u is ian a  S ta te  U n iv e rs ity
Frank D. Ferguson 
Chairman and P ro fe sso r  
O ffice  A d m in is tra tio n  
L ou isiana S ta te  U n iv e rs ity




Dr. I r o l  W. B a ls ley  
P ro fe s so r  o f  B usiness E ducation 
School of B usiness 
Texas T echno log ical C ollege 
Lubbock, Texas
Dr. H. N. Broom 
C ollege of B usiness 
Baylor U n iv e rs ity  
Waco, Texas
Dr. Lloyd L. Byars 
C ollege o f B usiness 
G eorgia S ta te  U n iv e rs ity  
A tla n ta ,  Georgia
Dr. Joseph P. Cangemi 
C ollege o f B usiness 
W estern Kentucky U n iv e rs ity  
Bowling Green, Kentucky
Dr. H erb ert J .  Chruden 
C ollege o f B usiness 
Sacramento S ta te  C ollege 
Sacram ento, C a lifo rn ia
Dr. H. C. Edgeworth 
School o f B usiness 
F lo r id a  S ta te  U n iv e rs ity  
T a lla h a sse e , F lo r id a
Dr. David R. Frew 
C ollege o f B usiness 
Gannon C ollege 
E r ie ,  P ennsy lvan ia
Dr. W illiam  T. Greenwood 
C ollege o f B usiness 
U n iv e rs ity  o f Georgia 
A thens, G eorgia
Dr. Theordore Haimann 
C ollege o f B usiness 
S t .  Louis U n iv e rs ity  
S t.  L ou is , M issouri
Dr. H erb e rt H. Hand 
School o f  B usiness 
In d ia n a  U n iv e rs ity  
Bloom ington, In d ian a
Dr. C h arles  B. Hicks 
C o lleg e  o f B usiness 
Ohio S ta te  U n iv e rs ity  
Columbus, Ohio
Dr. Raymond H ilg e r t  
C o llege  o f B usiness 
W ashington U n iv e rs ity  
S t .  L o u is , M issouri
Dr. G ra n v ille  W. Hough 
Departm ent o f  Management 
School o f B usiness 
C a l i f o rn ia  S ta te  C ollege 
F u l le r to n ,  C a l i fo rn ia
Dr. R ichard  H. Laube 
Dean, C ollege o f B usiness 
V a lp a ra iso  U n iv e rs ity  
V a lp a ra iso , In d ian a
Dr. W illiam  A. N ie lander 
C o llege o f  B usiness 
A rizona S ta te  U n iv e rs ity  
Tempe, A rizona
Dr. Ire n e  P lace  
C ollege o f B usiness 
P o r tla n d  S ta te  U n iv e rs ity  
P o r tla n d , Oregon
Dr. Max D. R ichards 
C o llege  o f B usiness 
P en n sy lv an ia  S ta te  U n iv e rs ity  
U n iv e rs ity  P ark , P ennsy lvan ia
Dr. George R. T erry  
George A. B a ll  D is tin g u ish e d  
P ro fe s so r  o f B usiness 
B a ll S ta te  U n iv e rs ity  
Muncie, In d ian a
Dr. Harvey T sc h irg i
C ollege of B usiness A d m in is tra tio n
Ohio U n iv e rs ity
A thens, O h io .
Dr. R. Dale VonRiesen 
A sso c ia te  P ro fe s so r  o f A d m in is tra tio n  
C ollege o f B usiness A d m in is tra tio n  
W ichita  S ta te  U n iv e rs ity  




EVALUATIVE CRITERIA FOR ADMINISTRATIVE 
MANAGEMENT PROGRAMS
This in s tru m en t i s  designed  to  p rov ide  you th e  o p p o rtu n ity  to  
ex p ress  your op in ion  about your Work and about v a rio u s  school problems 
in  your p a r t i c u la r  school s i tu a t io n .  The im portan t th o u g h ts , o r  id e a s , 
exp ressed  in  th e  en c lo sed  s ta tem en ts  were drawn p r im a r ily  from c u r re n t  
p ro fe s s io n a l  l i t e r a t u r e ,  from P o lic y  F orm ulation  and A d m in is tra tio n , 
from A d m in is tra tiv e  O ffice  Management, and from r e la te d  s tu d ie s  designed  
to  develop e v a lu a tiv e  c r i t e r i a  in  s p e c i f ic  a reas  o f p u b lic  school and 
h ig h e r  e d u ca tio n .
DIRECTIONS: E v a lu a te  each id ea  in  terms o f your o p in io n  as to  i t s
r e l a t iv e  im portance o r c o n s is te n c y  w ith  the  recommended purposes o f 
a d m in is tra t iv e  management program s. Answer as many q u e s tio n s  in  each 
s e c t io n  as you f e e l  q u a l i f ie d  to  answ er. The r a t in g s  a re  designed  to  
read  as fo llo w s:
1. In d ic a te s  th a t  you STRONGLY AGREE w ith  th e  id e a , o r  i t  i s  
o f  MAJOR IMPORTANCE
2. In d ic a te s  th a t  you AGREE w ith  the id e a , o r i t  i s  o f 
MODERATE IMPORTANCE
3. In d ic a te s  th a t  you a re  UNDECIDED about agreem ent, o r  
im portance (m id -po in t)
4 . In d ic a te s  th a t  you DISAGREE w ith  th e  id e a , o r  i t  i s  o f 
LITTLE IMPORTANCE
5. In d ic a te s  th a t  you STRONGLY DISAGREE w ith  the  id ea  o r  i t  
i s  o f  NO IMPORTANCE
a. In d ic a te s  th a t  th e  meaning o f the  s ta tem en t i s  n o t c le a r  
to  you
b . In d ic a te s  th a t  no response  i s  in ten d ed
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1 2 (3) 4 5 a b
SECTION I
GENERAL EDUCATION
1 2 3 4 5 a b
1 2 3 4 5 a b
1 2 3 4 5 a b
1 2 3 4 5 a b
1 2 3 4 5 a b
1 2 3 4 5 a b
1 2 3 4 5 a b
1 2 3 4 5 a b
1 2 3 4 5 a b
1. The tea c h e r  o f a d m in is tra t iv e  management s tu d e n ts  must 
be a b ro ad ly  and l i b e r a l l y  educated  person .
2. The p re p a ra tio n  o f a d m in is tra t iv e  management s tu d e n ts  
should  be th e  r e s p o n s ib i l i ty  o f  th e  Department o f 
Management.
3. The program fo r  a d m in is tra t iv e  management s tu d e n ts  
should  be in te r d i s c ip l in a r y .
4. A d m in is tra tiv e  management s tu d e n ts  should  be allow ed 
to  p lan  in d iv id u a liz e d  programs o f  g e n e ra l ed u ca tio n  
co u rses  by e le c t in g  from a wide s e le c t io n  o f co u rses  
in  f in e  a r t s  and l i b e r a l  a r t s .
5. A d m in is tra tiv e  management s tu d e n ts  should  have a 
secondary a re a  o f  academic c o n c e n tra tio n  o r an 
academic m inor.
6. An i n i t i a l  assessm ent should  be made o f th e  le v e l  
and q u a l i ty  of th e  g e n e ra l e d u c a tio n a l background 
o f each s tu d e n t.
7. Such an assessm ent (No. 6 , above) would be a  means
o f in d iv id u a liz in g  programs o f s tu d y  f o r  each s tu d e n t .
8. A d m in is tra tiv e  management s tu d e n ts  should  meet 
g en e ra l e d u c a tio n a l req u irem en ts  in  th e  fo llo w in g  
a r e a s :
a . E ng lish
b. L in g u is t ic s
c . Sem antics
d. M athematics
e . Logic 
£. Science
g. B eh av io ra l and S o c ia l Science
1. A nthropology
2. Geography
3. American H is to ry
4. World H is to ry
5. P o l i t i c a l  S cience
6. S ocio logy
7. Psychology
h . H um anities
1. C la s s ic a l  L i te r a tu r e
2. C la s s ic a l  A rt
3. Ph ilosophy
i .  F ine  A rts
1. A rt A p p rec ia tio n
2. Music A p p rec ia tio n  
j . Fundam entals o f  Speech
SECTION I I
HUMANISTIC AND BEHAVIORAL STUDIES
1. A d m in is tra tiv e  management s tu d e n ts  should  be 
encouraged to  form a p e rso n a l s o c ia l  ph ilo sophy .
2. A d m in is tra tiv e  management s tu d e n ts  should be 
re q u ire d  to  s tu d y  the h is to r y  o f a d m in is tra t iv e  
management.
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1 2 3 4 5 a  b 3 . A d m in is tra tiv e  management s tu d e n ts  should  be
acq u a in ted  w ith  th e  to o ls  o f  re se a rc h  to  enab le  
know ledgeable read in g  o f p ro fe s s io n a l  l i t e r a t u r e .
1 2  3 4 5 a b 4 . A d m in is tra tiv e  management s tu d e n ts  should  be
acq u a in ted  w ith  government l i t e r a t u r e .
1 2 3 4 5 a b 5. A d m in is tra tiv e  management s tu d e n ts  should  be
fa m il ia r  w ith  the  ro le  o f management a s s o c ia t io n s  
in  the o v e ra l l  e f f o r t  to  p rov ide  o p p o r tu n it ie s  fo r  
in - s e r v ic e  t r a in in g .
1 2 3 4 5 a b 6 . A d m in is tra tiv e  management s tu d e n ts  should  be
re q u ire d  to  s tudy  c u r re n t  problems in  a d m in is tra t iv e  
management.
1 2 3 4 5 a  b 7. The program fo r  a d m in is tra tiv e  management s tu d e n ts
should  in c lu d e  th e  s tu d y  o f the  o rg a n iz a tio n  and 
a d m in is tra t io n  o f top  management.
1 2 3 4 5 a b 8 . A d m in is tra tiv e  management s tu d e n ts  should  p a r t i c ip a te
in  a program o f s im u la tio n  such as m ight be o b ta in ed  
from case  s tu d ie s  under th e  le a d e rsh ip  o f tra in e d  
p r o fe s s o r s .
SECTION I I I  
LEARNING THEORY AND CLINICAL EXPERIENCE
1. A d m in is tra tiv e  management s tu d e n ts  should  have 
t r a in in g  in  th e  fo llo w in g  a re a s :
1 2 3 4 5 a  b a . A ccounting
1 2 3 4 3 a  b b . B usiness Communication
1 2 3 4 5 a  b c . B usiness Law
1 2 3 4 5 a  b d . B usiness Machines
1 2 3 4 5 a b e . B usiness S t a t i s t i c s
1 2 3 4 5 a  b f .  Computer Science
1 2 3 4 3 a b g. Economics
1 2 3 4 5 a b h . F inance
1 2 3 4 3 a  b i .  In su rance
1 2 3 4 3 a b j .  M arketing
74
1 2 3 4 5 a  b k . Real E s ta te
1 2 3 4 5 a b 1. Records A d m in is tra tio n
1 2 3 4 5 a  b m. Shorthand
1 2 3 4 5 a b n . T ypew riting
2. A co u rse  should  be re q u ire d  o f  a d m in is tra tiv e  
management s tu d e n ts  in  the  fo llo w in g  s p e c ia l iz e d  
a re a s :
1 2 3 4 5 a  b a . Fundam entals o f  Management
1 2 3 4 5 a  b b . A d m in is tra tiv e  P ra c tic e s
1 2 3 4 5 a b c . F a c to rs  and C ontro l
1 2 3 4 5 a  b d. M anagerial Economics
1 2 3 4 5 a  b e . M anagerial A ccounting
1 2 3 4 5 a  b f .  P ersonnel Management
1 2 3 4 5 a  b g. Human R e la tio n s  in  B usiness
1 2 3 4 5 a b h . P roduction  Management
1 2 3 4 5 a b i .  Labor Management
1 2 3 4 5 a  b j .  In fo rm ation  Systems
1 2 3 4 5 a  b k . A d m in is tra tiv e  A nalysis  and P o lic y
3. S tu d en ts  p rep a rin g  fo r  a d m in is tra t iv e  management 
p o s it io n s  should  in c lu d e  th e  fo llo w in g  elem ents in  
t h e i r  program s:
1 2 3 4 5 a  b a . D iagnosis o f  s o c ia l  problems
1 2 3 4 5 a  b b . The s tu d y  o f l i n g u i s t i c  c h a r a c t e r i s t i c s  o f
speech of v a rio u s  e th n ic  and c u l tu r a l  groups
1 2 3 4 5 a b c . Speech c o r re c t io n
1 2 3 4 5 a b d. The s tu d y  o f b u s in e ss  and community r e la t io n s h ip s
1 2 3 4 5 a  b e . H ealth  and n u t r i t io n
4. The c l i n i c a l  o r  case  s tudy  ex p erien ces  should  
in c lu d e :
1 2 3 4 5 a  b a . F unctions o f top management
1 2 3 4 5 a b
1 2 3 4 5 a  b
1 2 3 4 5 a b
1 2 3 4 5 a b
1 2 3 4 5 a  b
1 2 3 4 5 a b
1 2 3 4 5 a b
1 2 3 4 5 a b 5.
1 2 3 4 5 a b 6.
1 2 3 4 5 a b 7.
1 2 3 4 5 a b 8.
1 2 3 4 5 a b 9.
1 2 3 4 5 a b 10.
1 2 3 4 5 a  b 11.
1 2 3 4 5 a b 12.
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b . "R isk" and i t s  p la ce  in  top management
c . D iv id ing  a f i r m 's  work in to  lo g ic a l  and 
u n d ers tan d ab le  assignm ents
d. S tandards fo r  m easuring perform ance
e . M otivation  fo r  th e  members o f a management 
group
f .  D e leg a tio n  o f a u th o r i ty
g. A cceptance o f r e s p o n s i b i l i t i e s — in d iv id u a l and 
o rg a n iz a tio n a l
h . An u n d ers tan d in g  o f d e s ir a b le  em ployer-em ployee 
r e la t io n s
A d m in is tra tiv e  management s tu d e n ts  should  be invo lved  
in  d e c is io n  making f o r  the  c l i n i c a l  o r  ca se  s tu d y  
e x p e rie n c es .
S tuden ts  in  management should  be re q u ire d  to  fo llo w  
a p re sc r ib e d  sequence o f  co u rses  ( i . e . ,  f in i s h  a l l  
o r  c e r ta in  g en e ra l requ irem en ts  b e fo re  tak in g  
p ro fe s s io n a l  management c o u rse s ) .
A d m in is tra tiv e  management s tu d e n ts  should  have 
co u n se lin g  and a d v is in g  s e rv ic e s  a v a i la b le  to  them 
during  th e  und erg rad u ate  program .
A d m in is tra tiv e  management s tu d e n ts  should  have 
o p p o r tu n it ie s  fo r  c l i n i c a l  o r  ca se  s tu d y  ex p erien ces  
du rin g  each academic y e a r .
There should  be open access  in to  the administrative 
management program s; th u s , a  s tu d e n t p re p a rin g  to  
work as a p a ra p ro fe s s io n a l m ight tak e  c e r ta in  
p ro fe s s io n a l  management co u rses  and l a t e r  r e tu rn  to  
f i l l  in  m issing  co u rses  in  a  degree program w ith o u t 
be ing  p en a liz ed  by hav ing  to  com plete th e  re q u ire d  
co u rses  in  a  planned sequence.
P ro fe s s io n a l management co u rses  may be e le c te d  by 
s tu d e n ts  in  o th e r  program s.
P ro fe s s io n a l management co u rse s  should  be a v a i la b le  
to  p a ra p ro fe s s io n a ls  who do n o t in te n d  to  pursue a 
degree program in  management.
Department o b je c tiv e s  should  be s ta te d  in  term s th a t  
a re  b e h a v io ra l and m easurab le .
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1 2 3 4 5 a b 13. P lann ing  fo r  program developm ent should  in c lu d e
c o n s id e ra tio n  o f employment o p p o r tu n it ie s .
1 2 3 4 5 a  b 14. P lann ing  fo r  program development should  in c lu d e
c o n s id e ra tio n  o f  changing b u s in e ss  p r a c t ic e s .
1 2 3 4 5 a b 15. P lann ing  fo r  program development should  in c lu d e
a n a ly s is  o f d u t ie s  perform ed by b u s in e ss  employees.
SECTION IV 
PRACTICUM
1 2 3 4 5 a b 1. A d m in is tra tiv e  management s tu d e n ts  should  be
re q u ire d  to  have a p rac ticu m  in  which th e  s tu d e n t,  
under the  su p e rv is io n  o f  the  co o p era tin g  e x e c u tiv e , 
assumes reaso n ab le  r e s p o n s ib i l i ty  fo r  ex ecu tiv e  
d u t i e s .
1 2 3 4 5 a b 2. The te a c h e rs  o f management should  su p e rv ise  th e
s tu d e n t and work w ith  th e  co o p e ra tin g  ex ecu tiv e  to  
p ro v id e  an in d iv id u a liz e d  s tu d e n t ex p erien ce .
1 2 3 4 5 a b 3. The p rac ticu m  should  be accompanied by a sem inar o r
an in d iv id u a l co n feren ce  w ith  th e  c o lle g e  su p e rv iso r  
to  d isc u s s  problem s.
4 . A d m in is tra tiv e  management s tu d e n ts  should  be re q u ire d  
to  have a p rac ticu m  which in c lu d e s  o b se rv a tio n  in  
each o f th e  fo llo w in g :
1 2 3 4 5 a b a . A d m in is tra tiv e  management
1 2 3 4 5 a  b b . P ersonnel management
1 2 3 4 5 a  b c . P ro d u c tio n  management
5. A d m in is tra tiv e  management s tu d e n ts  should  be re q u ire d  
to  com plete a p rac ticu m  in  the  fo llo w in g :
1 2 3 4 5 a  b a . A d m in is tra tiv e  management
1 2 3 4 5 a b b . P ersonnel management
1 2 3 4 5 a  b c .  P ro d u c tio n  management
1 2 3 4 5 a b 6 . The p rac ticum  should  be scheduled  a f t e r  th e  th eo ry
co u rses  and d u rin g  th e  l a s t  sem ester o f  the 
u nderg raduate  program.
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1 2 3 4 5 a  b 7. The p rac ticum  should  be scheduled  w ith  thep ry
co u rses  b e fo re  th e  f i n a l  sem este r.
1 2 3 4 5 a  b 8. The u n iv e r s i ty  should  m ain ta in  a su p e rv iso ry
c o n su ltin g  ro le  d u rin g  th e  s tu d e n t 's  f i r s t  year 
o f work.
1 2 3 4 5 a  b 9 . Such a r e la t io n s h ip  (No. 8 , above) would be a
s e rv ic e  to  th e  s tu d e n t and to  the b u s in e ss .
1 2 3 4 5 a  b 10. Such a r e la t io n s h ip  (No. 8 , above) would be a
means o f e v a lu a tin g  the  a d m in is tra t iv e  management 
program and p rov ide  feedback fo r  cu rricu lu m  p lann ing  
and re v is io n .
L o u i s i a n a  s t a t e  U n i v e r s i t y
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Because o f your knowledge in  a d m in is tra tiv e  management, you can ren d er 
an im p o rtan t s e rv ic e  to  th is  f i e l d  by com pleting  th e  en c lo sed  
q u e s tio n n a ire . The c u rre n t I n te r e s t  and f a c to r s —governm ental 
r e g u la t io n s ,  au tom ation , and system s approach, to  name on ly  a few— in  
management make a s tudy  o f d a s ir a b le  programs a tim e ly  one.
The q u e s tio n n a ire  has been designed  as p a r t  o f  a d o c to ra l s tu d y  a t  
L o u is ian a  S ta te  U n iv e rs ity , and your response  to  each item  along  w ith  
th e  responses o f o th e rs  who a ls o  a re  know ledgeable in  th i s  a re a  w i l l  
determ ine the e x te n t to  which th e  item s a re  n ecessa ry  in  programs fo r  
ed u ca tin g  p o te n t ia l  a d m in is tra t iv e  o f f ic e  m anagers.
C onclusions may then  ba drawn which w i l l  more n e a r ly  in su re  th a t  
c o lle g e  a d m in is tra tiv e  o f f ic e  management programs meet th e  e d u c a tio n a l 
needs o f p o te n t ia l  m anagers.
A fte r  com pleting  your re sp o n se s , p le a se  use th e  p re -a d d re s se d , stamped 
envelope to  r e tu rn  th e  q u e s tio n n a ire  to  me. Your a s s is ta n c e  w i l l  be 
g r e a t ly  a p p re c ia te d .
S in c e re ly ,
Nelda H. Spinks 
D octo ra l S tudent 
L o u is ian a  S ta te  U n iv e rs ity
Frank D. Ferguson, Ph.D. 
Chairman and P ro fe sso r  
O ffic e  A d m in istra tio n  
L o u is ian a  S ta te  U n iv e rs ity
E nclosures (2)
L o u i s i a n a  S t a t e  U n i v e r s i t y
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J u s t  a s h o r t  tim e ago I  s e n t  you a q u e s tio n n a ire  fo r  p a r t ic ip a t io n  in  
a s tudy  to  determ ine th e  e x te n t o f  agreem ent on p re p a ra tio n  in  
A d m in is tra tiv e  O ffic e  Management programs f o r  c o lle g e  s tu d e n ts .
Another copy o f th e  q u e s tio n n a ire  i s  en c lo sed . The com pletion  of the
q u e s tio n n a ire  w i l l  en ab le  me to  f in i s h  th e  s tu d y  a t  an e a r ly  d a te  and
to  send you a copy o f th e  r e s u l t s  i f  you d e s ir e .
I f  your "Q -SortM i s  in  the m a il, many thanks I I f  n o t ,  may I  h e a r  from
you soon.
S in c e re ly ,
Nelda H. Spinks 
D octo ra l S tuden t 




BUSINESS FIRMS REPRESENTED BY THE AMS RESPONDENTS
AMPCO P la s t ic s  
G retna , L o u is ian a
Amann B usiness M achines, In c . 
New O rlean s , L ou isiana
American G eneral L ife  
In su ran ce  C o., In c .
H ouston, Texas
American N a tio n a l Bank 
Beaumont, Texas
American S o c ie ty  fo r  M edical 
Technology 
B e l la i r e ,  Texas
American S tan d ard , In c .
New O rlean s , L o u isian a
Amoco Chemical C orp o ra tio n  
A lv in , Texas
A nderson, C layton  & Co. 
H ouston, Texas
Area P r in t  Shop 
F re e p o r t ,  Texas
Brown & Root, In c .
H ouston, Texas
B u ffa lo  B usiness P roducts 
C orpo ra tion  
Hous to n , Texas
CNA In su ran ce
New O rlean s, L o u is ian a
C o n ta in er C orp o ra tio n  o f 
America 
H ouston, Texas
C on ta iner L i f t  I n te rn a t io n a l  
New O rleans, L ou isiana
D e lta  Mortgage Company 
M e ta ir ie ,  L ou isiana
D resse r I n d u s t r ie s ,  In c . 
H ouston, Texas
E. I .  Dupont deNemours and 
Company 
Beaumont, Texas
The E n te rp r is e  Company 
Beaumont, Texas
E rn s t & E rn s t 
Hous to n , Texas
Exxon Co. ,  U. S . A 
H ouston, Texas
Farmers In su ran ce  Group 
Beaumont, Texas
F i r s t  S e c u r ity  N atio n a l Bank 
Beaumont, Texas
F lu o r C orpora tion  
H ouston, Texas
F u tu re  P ersonnel S e rv ic e s , In c . 
H ouston, Texas
G C S erv ices  C orporation  
H ouston, Texas
B. F. Goodrich Chemical Company 
Orange, Texas
B. F. Goodrich Chemical Company 
P o rt Neches, Texas
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Goodyear T ire  and Rubber 
Company 
Beaumont, Texas
Gray Tool Company 
H ouston, Texas
Gulf Coast B usiness Forms, In c . 
Beaumont, Texas
Gulf C o n so lid a ted  S erv ices  
Be aumon t , Texas
Gulf S ta te s  U t i l i t i e s  Company 
Beaumont, Texas
H a rris  County A ud ito rs  O ffice  
H ouston, Texas
H artfo rd  In su ran ce  
H ouston, Texas
H ighlands In su ran ce  Company 
H ouston, Texas
Houston Coca Cola 
Houston, Texas
Houston L ig h tin g  & Power 
Company 
H ouston, Texas
Houston N atio n a l Bank 
Houston, Texas
Houston N atu ra l Gas C o rp o ra tio n  
Houston, Texas
Houston T ypew riter Exchange 
Houston, Texas
IBM C orporation  
Beaumont, Texas
I n d u s t r ia l  F inance & T h r i f t  
C orporation  
New O rlean s, L o u is ian a
In g e r s o l l  Rand Company 
H ouston, Texas
Johns-M anville  S a les  C orp o ra tio n  
H ouston, Texas
K elly  S e rv ic e s , In c .
New O rle a n s , L o u is ian a
K o e tte r  Tharp & Cow ell, A rc h ite c ts  
H ouston, Texas
J .  W. L an g /A sso cia tes  
H ouston, Texas
L o u is ian a  Power and L ig h t Company 
New O rlean s , L o u isian a
L o u is ian a  & Southern  L ife  In su ran ce  
Company 
New O rlean s , L o u is ian a
Lykes B ros, S team ship C o., In c .
New O rlean s , L o u is ian a
Maison Blanche
New O rlean s , L o u is ian a
Manpower, In c .
New O rlean s , L o u is ian a
Manpower, In c . o f Houston 
H ouston, Texas
Marsh In stru m en t Company 
Houston, Texas
Maryland C asu a lty  Company 
New O rlean s , L o u is ian a
Mobil O il Company 
Beaumont, Texas
N L I n d u s t r ie s —B aro id  D iv is io n  
H ouston, Texas
New O rleans P u b lic  S e rv ic e , In c .
New O rlean s , L o u is ian a
N o rre ll  Temporary S e rv ic es  
New O rlean s , L o u is ian a
Nunn E le c t r ic  Supply Co.
H ouston, Texas
Pan American L ife  In su ran ce  Company 
New O rlean s , L o u is ian a
Panhandle E a ste rn  P ip e lin e  
Company 
H ouston, Texas
Petro leum  A sso c ia te s  o f 
L a fa y e tte  
L a fa y e tte ,  L o u isian a
Q uintana Petro leum  C o rp o ra tio n  
H ouston, Texas
Rapid T ra n s it  L in e s , In c . 
H ouston, Texas
Record S e rv ic e  C enter 
H ouston, Texas
R iv iana Foods, I n c .
H ouston, Texas
Seiscom D e lta , In c .
H ouston, Texas
Servom ation C orp o ra tio n  
H ouston, Texas
S h e ll  O il Company 
H ouston, Texas
L. N. Sm ith, In c .
H ouston, Texas
S n e llin g  and S n e llin g  
Employment S erv ice  
Beaumont, Texas
S o c ia l S e c u r ity  A d m in is tra tio n  
Beaumont, Texas
South E a s te rn  A lcoholism  C lin ic  
New O rlean s, L o u is ian a
Southw estern  B e ll Telephone 
Company 
Beaumont, Texas
Tem poraries, In c .
H ouston, Texas
Texas E a s te rn  T ransm ission  
C orp o ra tio n  
Houston, Texas
Texas S to rag e  Company 
Beaumont, Texas
J .  R obert Thompson C o ., Inc . 
Houston, Texas
T runk line  Gas Company 
H ouston, Texas
IXilane M edical C enter 
New O rlean s , L o u is ian a
Union Texas Petro leum
D iv is io n  o f A llie d  Chemical 
H ouston, Texas
U nited  Gas, In c .
Beaumont, Texas
V ic to r  Tem poraries 
New O rlean s , L o u is ian a
Wand Rubber Stamp Works 
New O rlean s , L o u is ian a
Tenneco, In c . 
H ouston, Texas




















A STUD Y OF THE EDUCA T/ONAL NEEDS OF 
POTENTIAL OFFICE MANAGERS
/. GENERAL INFORMATION
Name o f business organization ____________________________________________________
Address____________________________________________________________________________
Total number o f employees _______________________________________________________
Number o f people you supervise:
  Employees
  Supervisors
________  Others (specify) _______________________________________________________
Nature o f the business enterprise:
  Financial ________  Sales
________  Manufacturing ________  Service
  Other (specify) __________________
Area o f specialization in college:
__________Accounting_________________ ________  Marketing
__________Economics ________  Office Administration
--------------- M anxm en ,________________ ________  ^  __________________
II. DESCRIPTION OF PROGRAM
(Place a check mark before items you feel are necessary in programs for 
educating potential administrative office managersJ
Genera! Education
The teacher o f administrative management students must be a broadly and 
liberally educated person.
The preparation o f administrative management students should be the respon­
sibility o f the Department o f Management.
The program for administrative management students should be interdiscipli­
nary.
Administrative management students should be allowed to plan individualized 
programs o f general education courses by electing from a wide selection o f 
courses in fine arts and liberal arts.
Administrative management students should have a secondary area o f academic 
concentration or an academic minor.
An initial assessment should be made o f the level and quality o f the general ed­
ucational background o f each student.
Such an assessment (No. 6, above) would be a means o f individualizing pro­
grams o f study for each student.
Administrative management students should meet general educational require­





Behavioral and Social Science
  American History
  World History





  Fundamentals o f Speech
  Others (specify) _______________________________________________________
Humanistic and Behavioral Studies
1. Administrative management students should be encouraged to form a personal 
social philosophy.
2. Administrative management students should be required to study the history 
o f administrative management.
3. Administrative management students should be acquainted with the tools o f 
research to enable knowledgeable reading o f professional literature.
4. Administrative management students should be acquainted with governmental 
literature and governmental regulations.
5. Administrative management students should be familiar with the role o f man­
agement associations in the overall effort to provide opportunities for in-service 
training.
6. Administrative management students should be required to study current prob­
lems in administrative management.
7. The program for administrative management students should include the study 
o f the organization and the administration o f top management.
8. Administrative management students should participate in a program o f simu­
lation such as might be obtained from case studies under the leadership o f 
trained professors.
Learning Theory and Clinical Experience
1. Administrative management students should have training in the following 
areas:
  Accounting
  Business Communication
  Business Law
  Business Machines
  Business Statistics





  Records Administration
  Others (specify)_____________________
2. A course should be required o f administrative students in the following soe• 
OiMiiSSf areas:
  Fundamentals o f Management
  Administrative Practices
  Factors and Control
  Managerial Economics
________  Managerial Accounting
  Personnel Management
  Human Relations in Business
  Production Management
________  Labor Management
  Information Systems
  Administrative Analysis and Policy
  Others (specify)___________________________________________
3. Students preparing for administrative management positions should include the 
following elements in their programs:
  Diagnosis o f social problems
  The study o f business and community relationships
  Others (specify)__________________________________________ __
4. Clinical or case study experiences should include:
  Functions o f top management
  "Risk "  and its place in top management
  Dividing a firm's work into logical and understandable assignments
  Standards for measuring performance
________  Motivation for the members o f a management group
________  Delegation o f authority
-------------  Acceptance o f muponsibilities-individual and organizational
  An understanding o f desirable emp/oyer-employee relationships
  Others (specify) ._______________________________________________________
5. Administrative management students should be involved in decision making for 
the clinical or case study experiences.
6. Administrative management students should have counseling and advising ser­
vices available to them during the undergraduate program.
7. Administrative management students should have opportunities for clinical or 
case study experiences during each academic year.
86
8. There should be open access into the administrative management program; 
thus, a student preparing to work as a para-professional might take certain pro­
fessional management courses and later return to fill in missing courses in a 
degree program without being penalized by having to complete the required 
courses in a planned sequence.
9. Professional management courses may be elected by students in other programs.
10. Professional management courses should be available to para-professionals who 
do not intend to pursue a degree program in management.
11. Department objectives should be stated in terms that are measurable.
12. Planning for program development should include consideration o f employment 
opportunities.
13. Planning for program development should include consideration o f changing 
business practices.
14. Planning for program development should include analysis o f duties performed 
by business employees.
P iM tm m
1. Administrative management students should be required to have a practicum in 
which the student, under the supervision o f the cooperating executive, assumes 
reasonable responsibility for executive duties.
2. The teachers o f management should supervise the student and work with the 
cooperating executive to provide an individualized student experience.
3. The practicum should be accompanied by a seminar or an individual conference 
with the college supervisor to discuss problems.
4. Administrative management students should be required to have a practicum 
which includes observation in each o f the following:
________  Administrative management
  Personnel management
  Production management
5. Administrative management students should be required to complete a practi­
cum in the following:
________  Administrative management
________  Personnel management
6. The practicum should be scheduled after the theory courses and during the last 
semester o f the undergraduate program.
7. The university should maintain a supervisory consulting role during the stu­
dent's first year o f work.
8. Such a relationship (No. 7, above) would be a service to the student and to the 
business.
9. Such a relationship (No. 7, above) would be a means o f evaluating the adminis­
trative management program and provide feedback for curriculum planning and 
revision.
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SECTION III. TRAINING PREFERENCE
1. Indicate three courses in business administration that you consider to be o f 
most value to you in your present position.
1.   _______________________________________________________
2. _______________________________________________
3. ___________________________________________________________________________________
2. Indicate courses in business administration that you did oat take that you 




3. Indicate courses in general education (courses outside the field o f business ad­
ministration) that you feel would be helpful to a potential administrative office 
manager. (List three in order o f importance)
1. ____________________________________________________________________
2. ____________________________________________________________________
3.  _____________________ _ __________________________________________________________
SECTION IV. TRENDS IN ADMINISTRATIVE MANAGEMENT
1. List problems or issues which should have first priority in research studies in 
administrative management.
2. What do you see as the major trend that will affect the administrative manager's 
work in the future.





Suggested re se a rc h  to p ic s  r e l a t in g  to  a d m in is tra t iv e  
management in c lu d ed  (grouped in  descend ing  o rd e r  acco rd in g  to  frequency  
o f m ention):
1. M o tiv a tio n  ( jo b  enrichm ent su c c e s s ) .
2 . Role o f  a d m in is tr a t iv e  management ( in te r n a l  and e x te r n a l ) .
3 . Communication (peop le  w orking w ith  p e o p le ) .
4 . Computers (c o n tro l  o f  th e  paperwork e x p lo s io n ) .
5. Im p lic a tio n  o f  ow nership ( r e s p o n s ib i l i ty  to  th e  p u b lic  and 
to  governm ent).
6 . Changes in  human v a lu e  system  (work e t h i c s ) .
7. A v a i la b i l i ty  o f  co n tin u in g  e d u ca tio n .
The resp o n d en ts  i d e n t i f i e d  th e  fo llo w in g  m ajor tre n d s  th a t  they  
f e l t  would a f f e c t  th e  a d m in is t r a t iv e  m anager's  work in  th e  fu tu re  
(grouped in  descending o rd e r  acco rd in g  to  frequency  o f  m en tion ):
1. In c re a se d  c o m p u te riz a tio n .
2 . G rea te r  governm ental r e g u la t io n s  and c o n tro l .
3 . Improved com m unication.
4 . C ontinuing  e d u c a tio n .
5. White c o l l a r  u n io n iz a t io n .
6 . Changing p e rso n a l v a lu e s .
7. P ro fe s s io n a l iz a t io n  o f  a d m in is tra t iv e  m anagers.
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secondary te a c h e r  and f iv e  y e a rs  as a c o lle g e  te a c h e r . In  1967 she 
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